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Introduction 


INTRODUCTION  TO  TYPEWRITING 

Typewriting  is  a  skill — a  very  useful  skill  for  personal  or  business  use. 
In  any  skill,  one  must  learn  the  basic  techniques  and  then  practice  them. 
In  this  course,  the  basic  techniques  to  be  covered  are: 

1.  Good  posture  at^  the  typewriter, 

2.  Operation  of  all  typewriter  parts, 

3.  Good  stroking  of  the  keys, 

4.  Balanced  placement  on  the  page. 

Practice  is  the^only  way  you  are  going  to  learn  to  type,  but  practice 
alone  is  not  sufficient.     You  must  be  certain  that  the  practice  is  meaningful, 
and  that  you  are  using  the  best  techniques  possible.     With  these  basic 
techniques  in  mind,  let  us  examine  the  objectives  of  this  course. 

OBJECTIVES 

1.  Upon  completion  of  this  course,  the  student  will  be  able  to  type  at  a 
minimum  rate  of  25  words  a  minute  with  one  error  per  minute. 

2.  The  student  will  be  able  to  type  the  following  production  work  with 
neatly  corrected  errors: 

letters- -blocked  style,  and  mixed  punctuation 

envelopes- -business  and  legal  size 

fold  and  insert  letters  correctly 

manuscripts- -one-  and  two-page 

centered  displays-- centered  horizontally  and  vertically 

3.  The  student  will  be  able  to  divide  words  correctly  at  the  end  of 
typewritten  lines. 

4.  The  student  will  be  able  to  recognize  errors  and  correct  them  neatly. 

5.  The  student  will  be  able  to  use  the  correct  spacing  with  punctuation  marks 

6.  The  student  will  be  able  to  use  words  or  figures  correctly  when 
expressing  numbers. 


-''See  the  chart  on  page  iii  for  your  grading  on  words  a  minute 
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Supplements 


Students  often  request  material  for  extra  practice.     That  is  why  we  have 
provided  supplementary  exercises  following  Lessons        8  and  12.  These 
exercises  are  not  to  be  submitted  for  correction,  but  you  would  be  wise  to 
use  those  that  would  help  you  with  your  particular  problems. 


Evaluation 


Your  final  grading  in  this  course  will  be  determined  on  the  basis  of 
production  work  as  well  as  on  speed  and  accuracy.     Speed  and  accuracy 
(timings)  will  count  for  25%  of  your  mark.     Production  (typed  letters, 
manuscripts  and  tables,  etc.)  will  count  for  75%~ 


To  avoid  tearing  the  pages  of  this  manual, 
open  it  at  the  center  and  pry  the  two  halves  apart 
at  the  top,  center  and  bottom,     The  staples  may 
then  be  readily  removed  and  the  pre-punched  pages 
inserted  in  a  three-ring  binder  for  easy  access 
and  reference. 
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This  form  is  prepared  so  that  you  can  keep  track  of  your  lessons  and 
gradings.     As  soon  as  you  receive  your  returned  lessons,  enter  the  results 
on  this  chart.    Enter  any  exercises  you  wish  to  repeat  in  the  proper  column. 
After  they  have  been  submitted  again,  check  them  off  on  your  chart.  Repeat 
and  Incomplete  lessons  are  not  counted  as  graded  lessons  until  they  have 
been  submitted  the  second  time  for  correction. 


LESSON  AND  GRADING 

REPEAT  EXERCISES  (IF  ANY) 

1. 

1. 

2. 

2. 

3. 

3. 

4. 

4. 

5. 

5. 

6. 

6. 

7. 

7. 

8. 

8. 

9. 

9. 

10. 

10. 

11. 

11. 

12. 

12. 
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SPEED  TESTS 

Refer  to  this  sheet  for  setting  up  of  one-minute,  two-minute,  or  three- 
minute  tests. 

Copy  the  same  words,  lines  and  arrangement.     The  one  shown  below  is 
for  a  one- minute  test.     Substitute  the  appropriate  headings  for  two-  and 
three-minute  tests. 

One -Minute  Speed  Test 
Words  a  Minute 

Correct  1  Error 


Then  type  the  test  material  here  in  lines 
of  the  correct  length  as  stated  in  the 
lesson.     The  line  you  need  may  be  40  spaces, 
45  spaces  or  50  spaces. 


Here  WRITE  two  lines: 

No.  of  words  -   

No.  of  words  a  minute 
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SUPPLIES 
200  sheets 


Typewriting  Paper 

P4  paper  (215  x  280  mm) 
or 

Letter  size  8  1/2"  x  11" 

White  bond  paper.     Please  do  not  use  erasable  bond 


10 


Small  Envelopes,  business  size, 
92  mm  x  165  mm  approximately 
(6  1/2  "  X  3  5?8") 


10 


Large  Envelopes,  legal  size,  No.  10 
105  mm  X  241  mm  approximately 
(4  1/8"  X  9  1/2") 


Typewriter  eraser  similar  to  this  sketch  (the  dark  RED 
coloured  ones  are  the  sturdiest) 


soft  pencil  eraser 


Metric  ruler 


BOOKS 
(OPTIONAL) 


A  dictionary.     The  small  book,  20^000  Words      by  Leslie 
is  excellent  for  quick  reference  when  you  wish  to  find 
how  to  spell  a  word  or  how  to  divide  it  at  the  end  of 
the  line. 


Word  Division  in  tine  Canadian  Business  Vooabulary  by  Dr. 
Geraldine  Farmer  published  by  W.  J.  Gage  Limited  is 
another  useful  reference. 
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TIMING  DEVICES 

1.  The  minute  hand  on  a  clock  or  watch. 

2.  A  stop  watch 

3.  An  interval  timer  -  A  kitchen  timer  may  be  used 
at  home  if  no  one  is  available  to  time  your  work. 

A  WORD  ABOUT  TYPEWRITERS 

There  are  many  good  models  of  typewriters,  manual  and  electric,  on  the 
market,  available  as  standard  or  portable  machines.     If  you  are  considering 
purchasing  or  renting  one,  be  sure  to  obtain  a  machine  with  a  tabulator. 

The  instruction  booklet  supplied  with  new  typewriters  should  be  kept 
handy.     Be  familiar  with  the  operation  of  your  machine. 

The  medium- inked,  all-black,  long-fibre,  cotton  ribbon  is  recommended 
for  manual  typewriters,  while  a  nylon  ribbon  is  usually  used  on  electric 
typewriters. 

Counting  Spaces 

In  the  beginning  lessons  you  will  be  given  the  correct  number  of  spaces 
to  use. 

However,  in  the  advanced  lessons  you  will  need  to  calculate  the  spaces. 

The  carriage  moves  one  space  to  the  left  each  time  a  key  or  the  space 
bar  is  tapped.     Each  tap  moves  the  carriage  exactly  one  space.     Each  space 
is  the  same  size. 

Standard  typewriters  space  uniformly  as  though  printing  in  blocks  on 
graph  paper. 


iillEiSI3£IISSgia 
IBBSIB835cEIBBB3 


The  spaces  can  be  counted.    Each  machine  has  a  carriage  position  scale 
that  marks  off  the  spaces.     It  also  numbers  every  fifth  or  tenth  space  from 
left  to  right  so  that  the  typist  will  know  the  number  of  each  space  across  the 
carriage . 
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Every  typewriter  has  some  kind  of  arrowhead,  line,   or  other  mark,  called 
the  printing-point  indicator,   that  points  to  the  space  on  the  scale  to  which 
the  carriage  has  moved  and  at  which  the  machine  is  ready  to  print. 


Illll 

Mil 

III! 

MM 

Mil 

Illll 

Illll 

nil 

nil 

Mil 

nil 

mil 

Pica,  Elite  and  Brother  Machines 

If  your  machine  has  a  relatively  large  type  size,  you  likely  have  a  PICA 
machine.     Four  figures  of  PICA  type  fit  in  1  cm. 

mx 

1  cm 

If  your  machine  has  a  smaller  type  size,  you  could  have  an  ELITE 
machine.     Five  figures  of  ELITE  type  fit  in  1  cm. 

XXXXX 
1  cm 

Or,  if  you  have  a  machine  manufactured  by  the  BROTHER  typewriter 
company,  only  4  1/2  figures  will  fit  in  1  cm. 

}OQQO 
1  cm 

CARE  OF  THE  TYPEWRITER 


Your  typewriter  may  need  regular  servicing  by  the  manufacturer  but  you 
should  follow  regular  maintenance  procedures  to  ensure  easy  operation  of  the 
machine,  satisfactory  transcripts,  and  longer  life  of  the  typewriter. 

Precautions  to  Prolong  the  Typewriter's  Service 

Center  the  carriage  when  you  are  not  using  the  typewriter. 


Never  lean  on  the  keyboard  or  place  books  or  clothing  on  the  typewriter 
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Never  strike  the  keys  unless  paper  is  in  the  typewriter,  or  the  type  will 
mar  the  surface  of  the  rubber  roller.     To  protect  the  roller  some  typists 
prefer  to  use  a  second  sheet  (called  a  backing  sheet)  with  the  first  sheet. 

Use  the  paper  release  when  removing  paper  from  the  typewriter. 

Keep  the  area  around  your  typewriter  clean. 

Always  move  the  carriage  to  the  extreme  left  or  right  when  erasing,  and 
blow  eraser  crumbs  away  as  you  erase. 

Daily  Servicing 

Clean  type  faces  and  type  bars  or  element  (selectric) 


Brush  carriage  rails 

Cover  the  machine  at  the  end  of  the  day  to  protect  it  from  dust 


Periodic  Servicing 

Clean  cylinder  and  paper  feed  rollers  with  alcohol 
Oil  parts  as  recommended  by  the  manufacturer 
Replace  the  ribbon  when  letters  become  faint 


CHANGINE  THE  RIBBON 

1.  Study  the  way  in  which  the  used  ribbon  is  wound  in  the  machine. 

2.  Wind  all  of  the  used  ribbon  onto  one  spool  (usually  the  right-hand  spool). 
Use  the  ribbon- winding  lever,  if  there  is  one.     If  not,  wind  the  ribbon 
by  hand,  using  the  ribbon- reverse  control  as  necessary. 

3.  Take  the  ribbon  end  off  the  empty  left-hand  spool  (removing  the  spool 
from  the  machine  if  necessary),  and  remove  the  full  right-hand  spool 
from  the  machine. 
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4.     Place  the  new  right-hand  spool  so  that  the  new  ribbon  goes  in  this 
direction: 


If  a  black  and  red  ribbon  is  used,  the  black  section  should  be  on  top. 


-(^BLACK 
^RED 


5.  Fasten  the  new  ribbon  to  the  hook  or  slot  on  the  left-hand  spool.  It 
may  be  necessary  to  remove  the  left-hand  spool,  for  this  purpose;  if 
so,  replace  it  in  the  typewriter  with  the  ribbon  attached. 

6.  Thread  the  ribbon  through  the  slots  at  the  printing  points.     To  do  this 
easily:    (a)  place  the  ribbon  switch  on  red;  (b)  press  down  the  shift 
lock;  (c)  depress  and  lock  together  the  T  and  Y  keys;  release  them 
when  the  ribbon  is  in  place. 

7.  Thread  the  ribbon  through  any  guides  where  it  comes  off  or  goes  onto 
these  spools. 

8.  Test  the  ribbon  by  winding  it  in  both  directions. 
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FINGER  EXERCISES 

Brief  daily  practice  of  finger  gymnastics  will  strengthen  your  finger 
muscles  and  increase  the  ease  with  which  you  type.     Begin  each  typing 
period  with  this  conditioning  exercise. 


Drill  1.  Clinch  the  fingers 
without  bending  them  at  the 
knuckles.  Hold  the  fingers 
in  this  position  for  a  short 
time;  then  extend  the  fingers 
relaxing  the  muscles  of  the 
fingers  and  hand.  Repeat 
the  movements  slowly  several 
times.  Exercise  both  hands 
at  the  same  time. 


Drill  4.  Interlace  the 
fingers  of  the  two  hands, 
and  wring  the  hands, 
rubbing  the  heel  of  the 
palms  vigorously. 


Drill  2.  Spread  the  fingers 
as  much  as  possible,  holding 
the  position  for  a  moment  or 
two;  then  relax  the  fingers 
and  lightly  fold  them  into 
the  palm  of  the  hand.  Repeat 
the  movements  slowly  several 
times.  Exercise  both  hands 
at  the  same  time 


Drill  5.  Place  the  fingers 
and  the  thumb  of  one  hand 
between  two  fingers  of  the 
other  hand,  and  spread 
the  fingers  as  much  as 
possible.     Spread  all 
fingers  of  both  hands. 


Drill  3.  Hands  open,  fingers 
wide,  muscles  tense  (as  in 
Drill  2.)  Close  the  fingers 
into  a  tight  "fist"  with 
thumb  on  top.  Relax  the 
fingers  as  you  straighten 
them;  then  repeat  the 
movements  several  times. 


Drill  6.  Hold  both  hands  in 
front  of  you,  fingers 
together.  Hold  the  last 
three  fingers  still  and 
move  the  first  finger  as 
far  to  the  side  as 
possible.  Return  the  first 
finger;  move  the  first  and 
second  fingers  together. 
Finally  move  the  little 
finger  as  far  to  the  side 
as  possible. 
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ALBERTA  CORRESPONDENCE  SCHOOL 
MAILING  INSTRUCTIONS  FOR  CORRESPONDENCE  LESSONS 


1.   BEFORE  MAILING  YOUR  LESSONS,  PLEASE  SEE  THAT: 

(1)  All  pages  are  numbered  and  in  order,  and  no  paper  clips  or  staples  are  used. 

(2)  All  exercises  are  completed.  If  not,  explain  why. 

(3)  Your  work  has  been  re-read  to  ensure  accuracy  in  spelling  and  lesson  details. 

(4)  The  Lesson  Record  Form  is  filled  out  and  the  correct  lesson  label  is  attached. 

(5)  This  mailing  sheet  is  placed  on  the  lesson. 


2.   POSTAGE  REGULATIONS 

Do  not  enclose  letters  with  lessons. 
Send  all  letters  in  a  separate  envelope. 


3.   POSTAGE  RATES 

First  Class 

Take  your  lesson  to  the  Post  Office  and  have  it  weighed.  Attach  sufficient  postage  and  a 
green  first-class  sticker  to  the  front  of  the  envelope,  and  seal  the  envelope. 
Correspondence  lessons  will  travel  faster  if  first-class  postage  is  used. 


Try  to  mail  each  lesson  as  soon  as  it  has  been  completed. 


When  you  register  for  correspondence  courses,  you  are  expected  to  send  lessons  for 
correction  regularly.  Avoid  sending  more  than  two  or  three  lessons  in  one  subject  at  the 
same  time. 
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GENERAL  INSTRUCTIONS 

Learning  to  type  is  like  learning  any  skill.     It  is  difficult  at  first  for  your 
brain  and  eye  to  make  the  proper  adjustment  to  learning  new  movements.  For 
that  reason,  it  is  important  that  you  read  the  directions  given  and,  if  at  all 
possible,  use  the  cassette  provided  with  this  course.     The  cassette  will  assist 
you  in  using  the  proper  stroking  technique.     Also,  if  you  strike  the  key  as  you 
hear  it,  you  should  learn  more  quickly. 

Each  lesson  in  this  course  requires  a  minimum  of  three  hours  per  week.  It 
will  be  to  your  advantage,  however,  to  spend  more  time  than  three  hours  on 
each  lesson. 

It  is  important  that  you  do  all  the  practice  work  before  attempting  the 
exercises  to  be  sent  in  for  correction.     The  practice  work  will  give  you  the 
necessary  information  needed  to  complete  the  assignments. 

Re:    Lesson  Submission 

At  the  end  of  each  lesson,  there  is  a  sheet  called  Assignment  Check. 
Select  those  items  which  appear  on  the  Assignment  Check  sheet  and  put  a 
check  mark  beside  each  one  as  you  insert  it  in  the  envelope.     Be  sure  your 
assignments  are  in  the  correct  order.    Do  not  send  in  lesson  notes;  only 
assignments  that  have  to  be  marked. 


Please  do  not  send  in  more  than  two  lessons  at  one  time. 


Typewriting 


-  2  - 

TYPEWRITER  PARTS 


Lesson  1 


Study  the  following  diagram  and  locate  each  of  these  parts  on  your  own 
typewriter. 


CARRIAGE  -  top J  moving 
part  that  oarries 
paper 

CARRIAGE  RELEASE 
lever  at  each  end 
of  aarr-iage  to 
release  it  for 
easy  repositioning 
by  hand. 


CARRIAGE  RETURN 
lever  or  key  used 
for  returning 
carriage 

CARRIAGE  SCALE 
counts  and  numbers 
spaces,  like  a  ruler 


CYLINDER  -  large  roller 
in  middle  of  the 
carriage 

MARGIN  SET  key,  lever, 
or  button  to  adjust 
the  setting  of  margin 
stops 

OFF'ON  SWITCH  to 
control  power  to 
motor 


Paper  Rest 


Paper  Bail 


Margin  Set 


Carriage 
Release 


Spacing 
Regulate 


Cylinder 
Knob 


C>lind 
Knob 


Carriage  Scale 


Carnage  Return 
Kay  on  Electric 


PAPER  GUIDE  -  a  blade 
against  which  paper 
is  placed  when  in- 
serted 

PAPER  BAIL  -  holds 
paper  in  place 

PAPER  REST  -  paper 
rests  against  it 

PAPER  RELEASE 
lever  to  loosen 
paper 


PRINT  POINT  -  the  place 
where  typebars  strike 
paper 

PRINT  POINT  INDICATOR 
the  marker  pointing  to 
the  space  at  which  the 
machine  is  ready  to 
print 

SPACING  REGULATOR 
lever  that  controls  the 
space  between  lines  of 
typing 
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CIRCLING  ERRORS 


Because  you  are  learning  a  new  skill,  it  is  natural  for  you  to  make  errors. 
They  should  not  alarm  you.     They  should  assist  you  in  determining  your  weak 
points.     Too  many  errors  show  that  you  are  pushing  too  hard  for  speed.  Too 
few  tell  you  that  you  may  be  going  too  slowly.     Errors,  therefore,  tell  you 
what  kind  of  practice  is  needed  -  whether  you  should  slow  down  or  whether 
you  should  speed  up. 

Being  able  to  recognize  errors  is  important.  The  following  exercises  will 
show  you  how  to  count  typing  errors. 

Obtain   a  blank  sheet  of  paper  and  a  pen.     Place  the  paper  over  the 
"Answer"  part,  and  proceed  to  circle  the  errors.     Only  after  you  have  com- 
pleted the  question  may  you  move  your  paper  down  to  check  your  work  with 
the  cinswer. 


Rule  1 


The  first  rule  is  that  any  misstroke  is  an  error.  Put  a  check  mark  ( i/) 
above  each  misstroke  in  the  second  line  of  the  two  typed  lines  below.  (Com- 
pare the  second  line  with  the  first,  which  is  correct.) 


Sue  fed  us  egg  salads  and  Ed  fed  us  tiirkey. 
Sue  fed  os  egg  salads  and  Ed  fed  os  tu^'key  , 


Answer 

Sue  fed  ^s  egg  salads  and  Ed  fed  os  turkey^/ 

Rule  2 


The  second  rule  is  that  you  never  count  more  than  one  error  against  one 
word.     Even  if  a  word  has  many  errors  in  it,  only  one  error  is  counted.  Put 
a  check  mark  above  each  misstroke  in  the  second  of  these  two  lines  of  typing. 
Then  draw  a  loop  around  each  word  that  counts  as  one  error. 


Dad  and  I  aim  to  tame  the  doe. 
Dad  nad  I  aim  to  tmae  the  deo  . 


Answer 


Dad  [nad  J I  azm 


the 
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Rule  3 

The  spacing  and  punctuation  after  a  word  are  a  part  of  that  word.  An 
error  in  spacing  or  in  punctuation  is  counted  as  an  error  in  that  word. 

Check-mark  each  misstroke  in  the  second  of  these  two  typed  lines.  Then 
draw  a  loop  around  each  word  that  counts  as  an  error. 

You  see 3  he  felt;  he  got  hurt. 
You  see,  he  fell^  he  gothrutj 

Answer 

You  (see/)he  ^^U^^^^^o^^/^ 

Rule  4 

Each  word  left  out  is  counted  as  one  error. 

Check- mark  the  misstroke s  and  loop  the  errors  in  the  second  of  these 
two  lines. 

I  guess  Lisa  is  here;  Jeff  said  she  is, 
I  guess  Lisa       here  ;  Jeff  siad  she  is. 


Answer 


Rule  5 


I  guess  LiaaL^ Jhere'^;}  Jeff  {siddjshe  is 


A  repeated  word  is  charged  one  error.  WITHOUT  making  check- marks, 
loop  and  count  the  errors  in  the  second  typed  line. 

I  expeot  to  sell  six  tickets  for  the  play, 

I  expeot  to  slel  sxi  tickets  for  the  the  play. 

Answer 

I  expeot  to  (slel)/s^ytickets  for  the  (tJ^  play. 
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Rule  6 


A  transposition  (typing  words  in  wrong  order)  counts  as  one  error.  Loop 
and  count  the  words  in  tiie  second  line. 

Could  you  pick  up  some  wax  paper. 
Could  you  pick  some  up  wxa  paper  . 

Answer 

Could  you  pick(fome)up  (wxa)(paper  .J  J  ^^yt/L^M:^^ 


Rule  7 

Other  errors  include  (1)  a  stroke  so  light  it  does  not  show  (2)  a  stroke 
so  far  above  or  below  the  line  that  part  of  the  letter  is  cut  off,  and  (3)  a  word 
that  is  not  properly  indented  or  aligned  as  it  should  be.     Loop  and  count  the 
errors  in  the  second  typed  line. 

We  gave  half  to  him  and  half  to  her, 
We  gave  h  If  to  him  ^nd  half  to  her. 

Answer 

We  gave(h^Tpto  him half  to  her.        ^  ..^^^^^t^^-i-xC^ 

Rule  8 

If  there  is  an  error  in  spacing,  it  counts  as  an  error  with  the  sentence 
immediately  preceding  it. 

We  took  John  a  small  gift. 

He  told  us  he  liked  it. 

I  liked  it  also. 

We  took  John  a  small  gift. 

He  tlod  OS  he  liked  it. 
I  liked  it  also. 


Answer 


We  took  John  a  small  gift. 

He  (tlo^(cs)he  liked  it_^ 
I  liked  it  also. 
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ASSIGNiVIENT  l-A-°Submit  for  Correction 

Try  to  remember  as  many  of  the  parts  of  the  typewriter  as  you  can. 
Fill  in  the  crossword  below  with  the  parts  of  the  typewriter  as  indicated  by 
the  diagram.       (1  refers  to  the  first  one  going  down  and  has  been  filled  in 
for  you.) 


i 


Typewriting 
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ft 


6. 
£ 
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ASSIGNMENT  l-B-- Submit  for  Correction 

Loop  the  errors  in  each  of  the  following  sentences: 


Lesson  1 


Several  of  os  plan  too  go  to  the  lake. 

Smoe  of  them  will  stay  hear 

When  it  is  windey  we  take  bus  or  the  train. 

Whatever  will  will  we  do? 

That  letter  written  was  three  dyas  agoo. 

Loop  the  three  errors  in  each  line. 

^ach  area  to  whihc  you  cna  dial 

distance  long  has  a  code  nmuber.  Teh 

one  to  Jasper    ,  for  exmaple,  is  403. 

To  call  a  number  in  Jasper  form  some  some 
o  her  city  ,  you  dial  403  and  then  dail 

teh  leal  numbre  . 
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PREPARING  TO  TYPE 


Desk  Arrangement 

Set  your  typewriter  in  the 
center  of  your  desk,  very  near 
the  front  edge.    Lay  your  paper 
on  the  left-hand  side  of  your 
typewriter  with  the  long  edge 
of  the  paper  parallel  to  the 
edge  of  your  desk.  Position 
the  material  you  are  going  to 
copy  at  an  angle  on  the  right- 
hand  side  of  your  deskc 


1      "  1 

DESK  ARRANGEMENT 


Typing  Posture 

1.    Adjust  your  chair  so  that 
you  can  just  put  your  hand 
between  your  body  and  the 
desk. 


Center  your  body  in  front 
of  the  "J"  key. 


1  "  1 

Relax  with  your  arms 
hanging  loosely  at  your 
sides. 
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Raise  your  arms  from  the 
elbow  so  that  they  are  level 
with  the  keyboard.  Your 
wrists  should  be  flat  enough 
so  that  you  can  rest  a  penny 
on  them. 


Your  feet  should  be  placed 
flat  on  the  floor  with  one 
slightly  ,in  front  of  the 
other . 


Setting  the  Paper  Guide 

1.     Find  the  center  point  on  your  carriage  scale.     On  some  machines  it  is 
clearly  marked  by  a  heavy  vertical  line  or  arrow  similar  to  this  illustration 


|iiii|iiii|iiii|iin|iiii|iiii|iiii|iiii 

0      5     10      15     20    25    30    35  4 

Mlijllll 
}  45  5 

0   55    60    65    70  7 

5    80    85    90  9 

„„| 

5  100 

2.     If  it  is  not  marked  clearly,  figure  it  out  for  yourself.     It  would  be  the 
center  of  the  total  scale.    For  instance,  what  would  center  be  on  this 
scale  ? 

I  I  I  I  I  I  I  I  I  I  I  I  I  r  I  I  I  I  I  I  i  I  1  I  I  I  I 

0    5     10    15   20  25   3  0  35  40  4  5  5  0  55  60  65  70  75    80  85  90  95  100  105  110  115  i20  125l3C 


Did  you:     1.  Divide  the  total  number  of  spaces  (130)  by  2  ? 

65 
2  |130 

The  half-way  point  on  the  scale  is  65.  Therefore  it  must 
be  center. 

65 
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3.     Make  a  small  crease  in  the  center  of  the  top  of  the  paper  you  plan  to  use. 


CREASE 


Insert  the  paper  in  the  machine  with  the  center  crease  in  the  paper  at 
the  center  point  of  the  carriage  scale. 


15 


I  r 

20  25 


30 


i  r 

35  40 


I 

45 


5  0  55 


60 


65  70 


T 

75 


T 
80 


1 

85 


T 

90 


95  100 


5. 


Move  the  paper  guide  until  it 
touches  the  left  edge  of  the  paper, 


Leave  your  paper  guide  in  that 
position.     Check  its  location. 
Your  machine  may  have  an 
indicator  identifying  this  point. 
If  so  you  need  not  go  through 
the  centering  process  on  your 
typewriter  again.    Merely  leave 
the  paper  guide  in  position  and 
insert  your  paper  against  its 
edge. 


CREASE 


5     10  ig\20 


T 


PAPER  GUIDE 


T^/pewriting 

Inserting  the  Paper 

1.     The  paper  guide  should 
be  set. 


2 .  Your  paper  should  be 
placed  sideways  near 
the  edge  of  your  desk. 

3 .  Pull  the  paper  bail 
forward  or  up  with 
your  left  hand. 

4.  Grasp  two  sheets  of 
paper  in  the  left  hand 
--fingers  on  top  (thumb 
underneath. ) 


5.  Drop  the  paper  behind 
the  cylinder  and  against 
the  paper  guide  (notice 
that  your  thumb  is  now 
facing  you). 

6.  Twirl  the  right-hand 
cylinder  knob  with  a 
quick  movement  of  the 
fingers  and  thumb.  If 
the  paper  is  not  straight, 
pxill  the  paper  release 
lever  forward  and  adjust. 
In  straightening  the 
paper  make  sure  the 
top  and  bottom  edges 
are  even. 


7.     Return  the  paper  bail. 
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Setting  the  Margin  Stops 

Study  the  diagrams  below  to  determine  how  your  margin  sets  operate. 


lilt  [i/iV^iijiiiijiiii|iiiniiiijiiiniiiy|s^f|iirr|iin 


HAND- SET 

UNDERWOOD 
SE  LEG  TRIG 
OLYMPIA 
REMINGTON 

1.  Press  the  margin 
set. 

2.  Slide  the  set  to  the 
desired  position. 

3  .     Release  the  margin 
set. 


SPRING  SET 
ROYAL 

SMITH-GORONA 


1.  Pull  forward  the  left 
margin  set  and  hold 
while  moving  the 
carriage  to  the 
desired  position. 

2.  Release  the  margin 
set. 

3.  Pull  forward  the 
right  margin  set  and 
hold  while  moving  to 
the  desired  position. 

4.  Release  the  margin 
set. 


KEY-SET 

I.B.M 

UNDERWOOD  ELECTRIGS 


Return  the  carriage 
to  the  left  margin. 

Hook  onto  the  margin 
set  by  depressing  the 
margin  set  key. 

While  holding  down 
the  margin  set  key, 
move  the  carriage 
to  the  desired 
po  sition . 

Release  the  margin 
set  key. 

Move  the  carriage 
to  the  right  margin. 
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Planning  the  Margin  Stops 


Example 


1.     Determine  the  length  of  line  to  be  typed. 

You  are  given  the  line  length  in  the  beginning 
lessons. 


Let  us  suppose  you 
are  given  a  50- space 
line. 


2.  Divide  the  number  of  spaces  by  2. 

3.  Subtract  this  amount  from  the  center  point. 
Set  the  LEFT  margin  stop. 


50  ^  2  =  25 

(Assimie  65  is  used  as 
center  point) 


65  -  25 


40 


4.    Add  the  same  amount  to  the  center  point. 
Add  5  to  allow  for  the  ringing  of  the  bell. 
Set  the  RIGHT  margin  stop. 


65  +  25  +  5  =  95 


50- SPACE  LINE 


CENTER 
LINE 


c 

40 


25 


_x_ 

65 


25 


95 


LEFT 
MARGIN 


RIGHT 
MARGIN 
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ASSIGNMENT  1-C--Submit  for  Correction 

DIRECTIONS:     Study  the  preceding  information  and  the  examples  below;  then 
analyze  the  following  statements:    If  a  statement  is  correct,  place  a  check 
mark  (^)  beside  it  in  the  answer  column.     If  a  statement  is  incorrect,  write 
in  the  answer  column  the  margin  setting. that  should  have  been  given  in  the 
statement . 

ANSWER 

If  50  is  used  as  the  centering  point:  COLUMN 


at  20 


at  80 


at  25 


at  75 


at  25 


at  80 


at  10 


60- 

•  space 

line , 

set  the  left  margin  stop 

60- 

■space 

line, 

set  the  right  margin  stop 

40- 

space 

line. 

set  the  left  margin  stop 

40- 

space 

line. 

set  the  right  margin  stop 

50- 

space 

line. 

set  the  left  margin  stop 

50- 

space 

line. 

set  the  right  margin  stop 

70- 

space 

line. 

set  the  left  margin  stop 

(f) 

For  a 
at  85 

70- 

space 

line. 

set 

the  right  margin  stop 

(g) 

For  a 
at  25 

60- 

space 

line, 

set 

the  left  margin  stop 

(h) 

For  a 
at  85 

60- 

space 

line, 

set 

the  right  margin  stop 

(i) 

For  a 
at  35 

40- 

space 

line. 

set 

the  left  margin  stop 

(j) 

For  a 
at  80 

40- 

space 

line. 

set 

the  right  margin  stop 

?5 
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Line  Space  Regulator 

This  is  a  small  lever  located  on  the  left  side  of  the  carriage  of  most 
typewriters.     It  moves  beside  a  numbered  scale,  usually  with  the  numbers  1, 
2,  and  3.     These  numbers  refer  to  the  number  of  typing  lines  that  the  cylinde 
v/ill  rotate  when  the  carriage  return  lever  or  key  is  struck  once.     Some  type- 
writers  have  line  space  regulators  that  move  half  spaces  also . 


Check  your  machine. 

When 

it 

is  set  on 

(1)  there  will  be  no 

spaces 

between  the  lines  as  in  the 

first 

diagram . 

(1) 

(2) 

(3) 

0  This 

0 

This 

0 

This 

0  is 

1 

1 

0  single 

0 

is 

2 

0  spacing 

1 

0 

is 

0 

double 

1 

1 

2 

0 

spacing 

0 

triple 

1 

2 

0  spacing 


LINE-SPACE  REGULATOR 


(LEVER)  (DIAL) 
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PREPARE  TO  TYPE 

1.  Set  paper  guide.     (See  page  10) 

2.  Set  line  space  regulator  at  "1".     (See  page  16) 

3.  Set  margins  for  a  40- space  line.     (See  page  13) 

4.  Insert  two  sheets  of  paper  in  the  machine.     (The  second  sheet  is  a 
backing  sheet  and  acts  as  a  cushion,  protecting  the  typewriter  cylinder 
and  preventing  the  o's  and  punctuation  marks  from  cutting  through  the 
paper. ) 

5.  Check  your  posture  o 


BEGIN  TYPING 

1.     Home  Row  Position 

On  the  keyboard  illustration  below,  you  will  see  that  eight  of  the  keys 
are  in  boxes.     These  are  the  home  row  keys.     Place  the  finger  tips  of 
the  left  hand  on  the  A,  S,  D,  and  F.     Place  the  finger  tips  of  the  right 
hand  on  the  J,  K,  L,  and  ;.     (On  an  electric  typewriter  do  not  touch  the 
keys,  just  hover  above  them.)    Hold  the  PJGHT  thumb  above  the  space 
bar  and  keep  the  left  thumb  out  of  the  way. 


ooooooxoooooooo 

Q  OOOOCAOOOOOO 


0QG0  OV)©0O  Q  O 


ooooooxoooooo 


SPACE  BAR 
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Return  the  Carriage 

With  your  right  hand,  release  the  carriage  and  move  it  over  to  the 
left  as  far  as  it  will  go.     Now  with  the  left  hand  fingers  together  and  the 
hand  flat,   strike  the  carriage  return  lever  so  that  the  carriage  is  thrown 
back  to  the  right.     Practise  this  maneuver  several  times  until  you  are 
able  to  exert  the  correct  amount  of  force.     The  carriage  return  lever  is 
always  struck;  it  is  never  pushed. 


On  electric  machines,  the  carriage  return  key  is  struck  by  the  little  finger 
of  the  right  hand.     Use  a  quick  darting  movement  and  keep  the  remaining 
three  fingers  hovering  over  their  home  keys.    As  soon  as  you  have  struck 
the  key,  return  your  finger  to  its  home  position.     Practise  this  several 
times. 


3  .     Strike  the  Space  Bar 

Using  your  right  thumb,  tap  the  space  bar  with  a  sharp  flick,  and 
return  your  thumb  to  its  proper  position.  Keep  your  hands  motionless 
as  you  strike  the  space  bar.     Practise  this  a  few  times. 
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Striking  Practise 

On  a  manual  typewriter,  curve  your  fingers  tightly  (as  though  you 
were  about  to  pull  an  iron  bar  toward  you)  and  let  the  fingers  rest  lightly 
on  the  home  keys,  without  pressure. 


On  a  manual  typewriter,  the  finger  snatches  at  the  key  in  a  fast,  sharp 
movement,  the  finger  tip  tracing  a  heart-shaped  pattern.  The 
finger:    (a)  rises  and  goes  forward  slightly;  (b)  swoops  down  to 
slash  the  center  of  the  key  with  the  fleshy  tip  of  the  finger, 
near  the  nail;  (c)  continues  without  pausing,  slightly  in  toward 
the  palm  of  the  hand  and  then  (d)  lifts  to  return  to  the  home 
key. 


On  an  electric  machine,  curve  the  fingers  slightly  and  hold  them  as 
close  to  the  home  keys  as  you  can  without  quite  touching  them,  as  though 
they  were  really  too  hot  to  touch. 


On  an  electric  machine,  the  finger  flicks  at  the  key  as  a  woman  tests  the 
heat  of  an  iron,  the  finger  tip  tracing  a  flat,  oval  pattern.  The 
finger:    (a)  darts  down  and  inward,  toward  the  palm;  (b)  skips 
across  the  key  as  though  to  flick  off  a  speck  of  dust;  (c)  lifts  up 
and  off  the  front  of  the  key;  and  (d)  flashes  back  to  its  starting 
position  above  its  home  key,  ready  to  dart  again. 


Typewriting 


-  20  - 


Lesson  1 


Keep  your  hands  on  home  row  and  strike  only 
with  the  first  finger  of  each  hand  as  you  say  to 
yourself  and  strike  with  a  sharp,   staccato  stroke: 
Strike  the  key  as  you  say  "Left";  strike  it  again  for 
"2";  strike  again  for  "3"  and  again  for  "4". 


1  blank  space- 


Left 

2,3,4 

space 

Right  2,3,4 

space 

Left 

2,3,4 

space 

Right  2,3,4 

space 

Left 

2,3,4 

space 

Right  2,3,4 

space 

Left 

2,3,4 

space 

Right  2,3,4 

Return,  Return 

Left 

2,3,4 

space 

Right  2,3,4 

space 

Left 

2,3,4 

space 

Right  2,3,4 

space 

Left 

2,3,4 

space 

Right  2,3,4 

space 

Left 

2,3,4 

space 

Right  2,3,4 

Return 

LQQK  Look  at  your  copy.     It  should  look  like  this: 


ffff  jjjj  ffff  jjjj  ffff  jjjj  ffff  jjjj 
ffff  jjjj  ffff  jjjj  ffff  jjjj  ffff  jjjj 
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LINE  -  40 
SPACING  -  1 


KEYBOARD 
Position  of  Keys — f,  i 


f  (Use  first  finger) 
i    (Use  "k"  finger) 


ooooooxoooooooo 

Q  oooo o\p OOOO O  Q 


ooo©o\oooooo 


ooooooxoooooo 


7 


SAI  TO  YOURSELF 


1 
f 

space 
i 
f 

space  if(space)if(space)ii!jpace)if(space)if( space) 
if  (space)if(space)if(space)if(space)if(  return) 
if(space)if(space)if(  space)if(space)if(  space)if(  space) 
if  (space)if  ( space)if  ( space)if  ( space)if  ( space)if  (return) 


TTPE  ON  YOUR  OWN 


ifififififififififififif 
ifififififififififififif 


Copy  will  look  like  this: 


LQQK 


if  if  if  if  if  if  if  if  if  if  if  if 
if  if  if  if  if  if  if  if  if  if  if  if 


Typewriting 
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SPACING  -  1 
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Position  of  Key°-d    (Use  second  finger) 


oooooopooooooo 
Q  oooooXo ooooo  o 


00©©0\0P0O0|0 


GOOOOOXOOOOOO 


7 


SAI  TO  YOURSELF 


space 

i 

d 

space    id(space)  id(space)  id(space)  id(space) 

id( space)  id( space)  id( space)  id( space)  id( space) 
id(return) 

id( space)  id( space)  id( space)  id(space)  id( space) 

id( space)  id( space)  id( space)  id( space)  id( space) 
id( space)  id( return) 


TYPE  ON  YOUR  OWN 


id  id  id  id  id  id  id  id  id  id  id  id 
id  id  id  id  id  id  id  id  id  id  id  id 


LQQK 


Copy  will  look  like  this: 


id  id  id  id  id  id  id  id  id  id  id  id 
id  id  id  id  id  id  id  id  id  id  id  id 


Typewriting 
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Lesson 


SPACING  -  1 


Position  of  Key--1     (Use  third  finger) 


oooooopooooooo 

n  OOOOOXOOOOOO  n 
^  'OO©©IQOOQ0OIO  ^ 


oooooooooooo 




SAY  TO  YOURSELF 


1 
1 
1 

space 
i 
1 
1 

space  ill(space)  ill(space)  ill(space)  ill(space) 
ill(space)  ill(space)  ill(space)  ill(  return) 

ill( space)  ill(space)  ill(space)  ill( space)  ill( space) 
ill( space)  ill( space)  ill( space)  ill( space)  ill(retiirn) 


Copy  will  look  like  this: 


ill  ill  ill  ill  ill  ill  ill  ill  ill  ill 
ill  ill  ill  ill  ill  ill  ill  ill  ill  ill 


Typewriting 
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LINE  -  40 
SPACING  -  1 


Position  of  Key°-m    (Use  "j"  finger) 


OOOOOOVDOOOOOOO 
n  QOOO o\o OOOO O  n 
IP  O  ©  ©lOXOlQ  O  ©  OlO 
0  00000X000000 


7 


mill  mill  mill  mill  mild  mild  mild  mild 


Say  to  yourself 


Type  on  your  own 


mill  mill  mill  mill  mild  mild  mild  mild 
dim  dim  did  mid  mid  miff  mill  mild  film 


Typewriting  -  25  - 

ASSIGNMENT  1-D--Subniit  for  Correction 


Lesson  1 


At  your  own  pace,  make  a  copy  of  the  following.     Circle  your  errors. 
Do  not  submit  work  with  more  than  six  errors.     You  are  to  set  your  linespace 
regulator  at  (1)  and  return  the  carriage  twice  between  each  group  of  lines. 
Go  down  25  lines  from  the  top  of  the  page.     When  finished  write  Assignment 
1-D  above  your  typewritten  work. 

Line  -  40  if  if  if  fi  fi  ill  ill  ill  mill  mill  ill 

Spacing  -  2  if  if  if  fi  fi  ill  ill  ill  mill  mill  ill 

fi  fill  fill  film  film  mild  mild  lid  lid 
fi  fill  fill  film  film  mild  mild  lid  lid 

dim  dim  dill  dill  id  id  lid  lid  lid  mild 
dim  dim  dill  dill  id  id  lid  lid  lid  mild 

i  if  ill  mill  mild  dill  fi  film  fill  ill 
i  if  ill  mill  mild  dill  fi  film  fill  ill 

if  fi  ill  mill  mild  film  mild  lid  ill  if 
fill  film  mild  dill  film  mild  lid  ill  if 


See  page  26  for  an  example  of  James  Murray's  work.  Write  your  name 
and  the  date  as  he  has  done.     Do  not  type  the  word  EXAMPLE. 


Typewriting 
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Lesson  1 


EXAMPLE 


i 


if  if  if  fi  fi  in  ill  ill  mill  mill  ill 
if  if  if  fi  fi  ill  ill  ill  mill  mill  ill 


fi  fill  fill  film  film  mild  mTTd  lid  lid 

dim  dim  dill  dill  id  id  lid  lid  lid  mild 
dim  dim  dill  dill  id  id  lid  lid  lid  mild 

i  if  ill  mill  mild  dill  fi  film  fill  ill 
i  if  ill<$ilj)min  dill  fi  film  fill  ill 

if  fi  ill  mill  mild  fimlCSiTdD  1  id  ill  if 
fill  film  mild  dill  film  mild  lid  ill  if 
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ASSIGNMENT  CHECK  (V) 

Check  each  of  the  following  as  you  insert  it  in  the  envelope  for 
mailing. 


ASSIGNMENT  1- A- -Crossword  Puzzle,  page  7 
ASSIGNMENT  1-B--Circling  Errors,  page  8 
ASSIGNMENT  1-C--Setting  Margins,  page  15 
ASSIGNMENT  1-D-- Typed  Exercise,  page  25 


Complete  and  send  in  the  questionnaire  which 
is  folded  and  placed  inside  the  cover  of  this 
course 


Reminder: 

Do  not  send  in  notes. 

send  in  assignments 

only. 

Check: 

Did  you  write  your  name. 

date  and  assignment  number 

on  all  assignment  pages? 

End  of  Lesson  1 


i 


i 


QUESTIONNAIRE  FOR  JUNIOR  HIGH  TYPING 
Please  complete  this  form  and  return  it  with  your  first  lesson. 


Name:   ,     File  No. 

Address:   ^  


Birthdate; 


1.  Name  the  typewriter  you  are  using. 
(Smith -Corona,  IBM,  Sears,  etc. ) 


Is  it  manual  or  electric? 


Is  it  portable  or  standard? 


Is  it  less  than  three  years  old? 


Does  it  have  a  tabiiLator  ?(See  Lesson  5), 


Postal  Code: 


2.   Why  are  you  taking  this  course?  What  do  you  hope  to  get  out  of  it? 


3.  Give  any  special  information(health,   study  conditions,   etc.)  which 
may  influence  your  progress  in  this  course. 


4.  If  you  are  attending  school,   give  the  name  of  the  school. 

5.  Have  you  done  any  typing  before?  

If  so,    ^vhen?.   where?.  

6.   How  are  your  typing  skills?   

Date  first  lesson  submitted   


i 


i 


LESSON  RECORD  FORM 


0813  Junior  High  Typewriting 
Revised  86/02 


FOR  STUDENT  USE  ONLY 

Date  Lesson  Submitted 
Time  Spent  on  Lesson 

(If  label  is  missing 
or  incorrect) 

File  Number 
1  esRnn  Number 

Student's  Questions  and  Comments 


CO 


■S  8 
I  = 

a.  = 


FOR  SCHOOL  USE  ONLY  | 

 1 


Assigned 
Teacher: 


Lesson  Grading: 


Additional  Grading 
E/R/P  Code:  _ 


Mark: 


Graded  by: 


Assignment  Code: 


Date  Lesson  Received: 


Lesson  Recorded 


Teacher's  Comments: 


Correspondence  Teacher 


ALBERTA  CORRESPONDENCE  SCHOOL 
MAILING  INSTRUCTIONS  FOR  CORRESPONDENCE  LESSONS 


1,   BEFORE  MAILING  YOUR  LESSONS,  PLEASE  SEE  THAT: 

(1)  All  pages  are  numbered  and  in  order,  and  no  paper  clips  or  staples  are  used. 

(2)  Ail  exercises  are  completed.  If  not,  explain  why. 

(3)  Your  work  has  been  re-read  to  ensure  accuracy  in  spelling  and  lesson  details. 

(4)  The  Lesson  Record  Form  is  filled  out  and  the  correct  lesson  label  is  attached. 

(5)  This  mailing  sheet  is  placed  on  the  lesson. 


2.   POSTAGE  REGULATIONS 

Do  not  enclose  letters  with  lessons. 
Send  all  letters  in  a  separate  envelope. 


3.   POSTAGE  RATES 

First  Class 

Take  your  lesson  to  the  Post  Office  and  have  it  weighed.  Attach  sufficient  postage  and  a 
green  first-class  sticker  to  the  front  of  the  envelope,  and  seal  the  envelope. 
Correspondence  lessons  will  travel  faster  if  first-class  postage  is  used. 


Try  to  mail  each  lesson  as  soon  as  it  has  been  completed. 


When  you  register  for  correspondence  courses,  you  are  expected  to  send  lessons  for 
correction  regularly.  Avoid  sending  more  than  two  or  three  lessons  in  one  subject  at  the 
same  time. 


Typewriting 
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CIRCLING  ERRORS 


Lesson  2 


Correct  copy: 


Dr.  Hale  asked  us  to  go  out  to  see  Jeff. 
Jeff  had  a  fall.  He  hurt  his  right  leg. 
So,  three  of  us  took  Jeff  a  little  gift. 
He  told  us  he  liked  it;  I  liked  it,  too. 


(Notice  that  there  are  two  spaces  after  the  period  between  sentences,  one 
after  the  comma,  and  one  after  the  semicolon.) 

ASSIGNMENT  2-A--Submit  for  Correction 

(1)    In  the  paragraphs  (four  lines  in  each)  below,  draw  a  loop  around  each 
error. 


(2)    In  the  answer  column  draw  a  circle  around  the  number  of  errors  you 
should  count  in  each  line.     (Notice  that  each  figure  from  0  to  3  should 
be  encircled  once  for  each  paragraph.) 


Example : 

Example: 

Example: 
Example: 


Dr.  Hale  asked  us  to  go  out  to  see  Jeff. 

Jeff  had  a(fall7)(^3hurt  his  (rihgt)  leg. 

o 

So,  three  of  us  took  Jeff /v  little  gift. 
He  told  us  ^s^he  liked  it;  I  liked  it,  too. 


Answer  Column 
©  1    2  3 


0  1 


2  (D 


0  1  (2)  3 
0  (f)  2  3 


1.  Dr,  Hale  a  skdeus  to  go  out  out  to  see  Jeff. 

2.  Jeff  had  a  fall.    He  hurt  his  right  leg. 

3.  So,  three  of  us  took  Jeff  a  little  gift. 

4.  He  told  us  he  liked  it      I  liked  it,  too 


5.  Dr.     Hale  asked  us  to  go  out  to  see  Jeff 

6.  Jeff  had  a  fall.     He  hurt  his  rihgt  lef. 

7.  So,  three  of  us  took  Jeff  a  little  gift. 

8.  He  told  ushe  liked  it,  I  liked  it  ,  too. 


0  12  3 

0  12  3 

0  12  3 

0  12  3 


9.      Dr.  Hal  asked  us  to  goo  out  to  see  Jeff, 

10.  Jeff  had  a  fall.     He  hurt  his  right  leg, 

11.  So,  three  of  us  took  Jeff  a  little  gift. 


12.      He    told  he  liked  it;  I  liked  it,  too 


Typewriting 
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Lesson  2 


POSTURE  CHECK 

Before  you  begin  to  type,  read  this  posture  check.     About  half-way  through 
your  typing,  review  it  and  have  someone  else  rate  you  on  each  point  (or  rate 
yourself) . 

CHECK  SHEET 
FOR  BASIC  TECHNIQUES 
OF  TYPEWRITING 


1.  Position  at  Typewriter 

a.  Comfortable,  relaxed  position, 

bo  Body  centered  on  J  key. 

c.  Feet  flat  on  the  floor. 

d.  Elbows  in,  relaxed. 

e.  Fingers  well  curved. 

f.  Wrists    flat,  relaxed,  but  off 
the  frame  of  the  typewriter. 

2.  Key  Stroke 

a.  Finger-reach  action  with  fingers 
close  to  keys. 

b.  Quick  snap  stroke  with  immediate 
key  release. 

c.  Hands,  wrists,  arms  quiet  and 
relaxed. 

d.  Uniform  key-stroking  action. 

e.  Each  key  struck  with  correct 
finger. 

3.  Continuity  and  Rhythm 

a.  Carriage  moving  continuously, 

b.  Smooth,  fluent  rhythm  which 
varies  according  to  kind  of 
copy  being  typed. 

4 .  Carriage  Return 

a.  Carriage  returned  quickly  at  ends 
of  lines. 

b.  New  line  started  without  break  or 
pause . 

c.  Eyes  on  copy. 

5 .  Space-Bar  Action 

a.  Right  thumb  curved, 

b.  Strike  with  quick  motion  of  thumb. 

c.  Space  bar  released  instantly. 


(A) 

Excel- 
lent 

(B) 
Good 

(C) 

Aver- 
age 

(D) 
Below 
Aver- 
age 

(F) 
Poor 

Typewriting 
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Lesson  2 


Llim  -40 
SPACING  -  1 


KEYBOARD 
Position  of  Key--s   (Use  third  finger) 


ooooooxoooooooo 

Q  OOOQCAO OOOO O  q 


0©©©01)00©00 


oooooo\o®oooo 


7 


Say  to  yourself 


si  si  sill  sill  sill  sill  sill  sill  sill  Return 

si  si  sill  sill  sill  sill  sill  sill  sill  Return,  Return 


Tyipe  on  your  own 


si  si  slid  slid  slid  slid  slid  slid  slid  Return 
si  si  slid  slid  slid  slid  slid  slid  slid 


Copy  should  look  like  this: 


LQQK 


si  si  sill  sill  sill  sill  sill  sill  sill 

si  si  sill  sill  sill  sill  sill  sill  sill 

si  si  slid  slid  slid  slid  slid  slid  slid 

si  si  slid  slid  slid  slid  slid  slid  slid 


I 


Typewriting 

LIllE  -40 
SPACING  -  1 
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Ljesscn  ^ 


Position  of  Key-°t    (Use  "f"  finger) 


oooooopooooooo 

O  pOOOGvOOOOOp  Q 


0©©©01)00©00 


©©©o©o\©®©©©© 


Say  to  yourself 


Re-peat  on  your  own 


Practise 


ti  til  til  till  till  till  tiU  till  till  Return 
ti  til  til  till  till  till  till  till  till  Return,  Return 


it  it  its  its  its  sit  sit  sit  sits  sifts  Return 

it  it  its  its  its  sit  sit  sit  sits  sifts  Return,  Return 


Copy  should  look  like  this: 


LQQK 


ti  til  til  till  till  till  till  till  till 
ti  til  til  till  till  till  till  till  till 

it  it  its  its  its  sit  sit  sit  sits  sifts 
it  it  its  its  its  sit  sit  sit  sits  sifts 


Typewriting 


0  - 


Lesson  2 


LIM  -40 
SPACING  -  1 


Position  of  Key--,   (period)  (Use  "V  finger) 


oooooovoooooooo 

n  QOOOGAOOOOOO  o 
I O  ©  0  ©|O\0lQ  O  Q  OlO 

o  ooooo\o©oooo 

^zz  ^17 


Say  to  yourself 


Practise 


1.1  1.1  film.  mill.  dill.  lid.  till.  sit.  Return 

1.1  1.1  film.  mill.  dill.  lid.  till.   sit.  Return,  Return 


Repeat  on  your  own 


it.  its.  sit.  sift.  til.  till.  mild.  ill.  Return 

it.  its.   sit.  sift.  til.  till.  mild.  ill.  Return,  Return 


LQQK 


Copy  should  look  like  this: 

1.1  1.1  film.  mill.  dill.  lid.  till.  sit. 
1.1  1.1  film.  mill.  dill.  lid.  till.  sit. 

it.  its.  sit.  sift.  til.  till.  mild.  ill. 
it.  its.  sit.  sift.  til.  till.  mild.  ill. 

Position  of  Key--(l)  (Nimiber  one) 

(Some  typewriters  do  have  a  «1'  key  but  because 
many  do  not,  we  will  use  the        key  for  this  lesson.) 
It  is  also  easier  to  reach. 


A    S    D  F 


J    K  L 


t 

Use  I  Key  for  1 


Typewriting 
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Lesson  2 


Llim  -40 
SPACING  -  1 


Position  of  Key- -2   (Use  "s"  finger) 


oo©ooo\oooooooo 

Q  0^000X000000  o 


OOOOOXOOOOOIO 


OOOOOOXOOOOOO 
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s2  2s  s2s  s2s  222  s22  22s  s2s  s2s  s2s  22 


Say  to  yourself 


Type  on  your  own 


s2  2s  s2s  s2s  222  s22  22s  s2s  s2s  s2s  22 
Position  of  Key — 0  (Use  little  finger) 

oo®ooo\oooo©ooo 

O  OOOOOvO ooo^o  o 


oooooxoooooo 


oooooo\o©oooo 


Say  to  yourself 
Type  on  your  own 


000  101  12  012   10  11   12  100  101  lOl  1112 


.000  101  12  012  10  11  12   100  101  101  1112 


Typewriting 


-  7  - 
TYPING  ON  LINES 


Lesson  2 


The  variable  line  spacer  is  used  for  typing  copy  on  a  line.  If  it  is 
depressed  one  can  turn  the  platen  freely.     In  order  to  type  on  lines: 


VARIABLE  LINE  SPACER 


(a)  depress  tiie  variable  line  spacer 

(b)  turn  the  platen  until  the  line  just 
disappears  below  the  alignment 
scale 

(c)  Make  sure  the  paper  is  straight 
all  the  way  across. 

(d)  The  typed  material  should  appear 
just  slightly  above  the  typed  line. 


GOOD 
Jeremy  Baker 

POOR 
Jeremy  Baker 

Jeremy  Baker 
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RULES  FOR  SPACING  WHEN  USING  THE  PERIOD    (#  designates  a  space) 

le     Two  spaces  follow  the  period  at  the  end  of  a  sentence. 
It  was  nice,  MWe  walked, 

2 .  One  space  follows  the  period  at  the  end  of  an  abbreviation  within  a 
sentence . 

Mrs,  §  Jones  went  home, 

3.  No  space  follows  a  decimal  point. 

There  were  32,  5  am  left  on  the  holt  of  cloth, 

4.  There  is  no  space  after  the  period: 

when  the  period  is  followed  by  a  closing  quotation  mark 

When  asked  if  she  planned  to  attend^  Mrs,  Wilson  simply  said  "No, " 
or  when  the  period  is  followed  by  a  closing  parenthesis, 

( Actually 3  I  was  unable  to  attend, ) 
or,  when  the  period  is  followed  by  a  comma. 

Mr,  Wildes  likes  to  stay  in  Vancouver ^  B,C.j  but  his  permanent 
residence  is  Penticton, 


5.     There  is  no  space  following  the  a,   or  p,    in  a.m.  or  p.m. 


Typewriting  -  9  -  Lesson  2 

EXERCISE  ON  SPACES  FOLLOWING  A  PERIOD 


The  following  exercise  is  to  be  inserted  in  the  typewriter  and  the  numbers 
Ij  2,  or  0  are  to  be  typed  in  the  blank  spaces.     After  you  have  typed  your 
answer,  return  your  carriage  twice  and  the  correct  answer  will  appear  in  the 
margin. 

1.     How  many  spaces  follow  the  word  Dr.  in  a  sentence?   


2.     How  many  spaces  would  follow  the  period  at  the  end 
of  a  sentence  ? 


3.     How  many  spaces  follow  the  decimal  point  in  930.72? 


4.     How  many  spaces  follow  the  period  in  this  sentence? 
(He  usually  walked  much  farther.) 


5.     How  many  spaces  follow  the  word  Ms.  in  a  sentence? 


6.     How  many  spaces  follow  the  period  in  this  sentence? 
He  simply  said,  "I  can't  go." 


7.     How  many  spaces  follow  the  period  in  this  sentence? 
We'll  go  tomorrow.     Shall  we? 


How  many  spaces  follow  the  abbreviated  word  in  this 
personal  note  ? 

Miss  Miles  of  the  Smith  Co.  telephoned. 


1 


Typewriting 
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=  10  - 
KEYBOARD 
Position  of  Key- -a   (Use  little  finger) 


Lesson  2 


00(DOOO\0000(DOOO 
O  OOOO ©\0 O0OOO  o 


©©o\ooo©oo 


©ooooo\©®oooo 
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ad  add  all  fall  tall  mall  fail  sail  mail 


Say  to  yourself 


Type  on  your  own 


ad  add  all  fall  tall  mall  fail  sail  mail 
as  at  fat  lads  salt  malts  fail  data  dial 

Position  of  Key--e  (Use  "d"  finger) 


©0©0  00\©00©®000 
n  0©©©©\©©©©00  n 

'©©©©l©\oi©o©oi© 


©o©©©a©®©o©o 


eats  feet  feel  leaf  steal  meal  seal  fate 


Say  to  yourself 


Type  on  your  own 


eats  feet  feel  leaf  steal  meal  seal  fate 
me  eel  fee  see  tea  deal  lead  steed  lease 


Typewriting 
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Position  of  Key--k    (Use  second  finger) 


0  0(I)000\0  00  0®00 
O  OO0O ©\0 O0OOO 


©©©©OVDOQQ  ©O 


©0©©00\©®©0©© 


7 


kits  lakes  kale  tasks  skate  skill  likes 


Say  to  yourself 


Type  on  your  own 


kites  lakes  kale  tasks  skate  skill  likes 
sake  make  take  fakes  lakes  talked  milked 


Typewriting 
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Lesson  2 


TYPING  CAPITAL  LETTERS  USING  THE  LEFT  SHIFT  KEY 

To  t3rpe  capital  letters  that  are  located  on  the  right  half  of  the  keyboard: 

1.  Keep  the  finger  in  position. 

2.  Depress  the  left  shift  key  with  the  little  finger. 

3.  HOLD  the  left  shift  key  DOWN  as  you  strike  the  desired  key  with  the 
right  hand. 

4.  Release  the  shift  key  and  return  the    (aj    finger  to  home  row. 


LINE  -  40 
SPACING  -  1 


Position  of  Key- -left  shift 


If  If  If  Is  Is  Is  It  It  It  It  is.     It  is. 


Say  to  yourself 


Type  on  your  own 


If  If  If  Is  Is  Is  It  It  It  It  is.  It  is. 
If  it  is.     If  its  is.     If  its  is.     It  is. 


Typewriting 
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i^esson  2 


mm  -  40 

SPACING  -  1 


Position  of  Key--h    (Use  first  finger) 


00(DOOO\0000(DOOO 
Q  OO©O0\OOOOOO  Q 


©©©©om)©©olo 


©0©0©0\0©0Q00 


h  he  heed  head  hi  hill  hit  his  ash  shift 


Say  to  yourself 


Type  on  your  own 


h  he  heed  head  hi  hill  hit  his  ash  shift 

He  is  ill.  It  is  his  head.  He  hits  it. 
He  is  ill.     It  is  his  head.     He  hits  it. 


TYPING  CAPITAL  LETTERS  USING  THE  RIGHT  SHIFT  KEY 


To  type  capital  letters  that  are  located  on  the  left  hand  of  the  keyboard: 

1.  Keep  the    (^J^    finger  in  position. 

2.  Depress  the  right  shift  key  with  the  little  finger. 

3.  HOLD  the  right  shift  key  DOWN  as  you  strike  the  desired  key  with  the 
left  hand. 

4.  Release  the  shift  key  and  return  the  little  finger  to  home  row. 


Typewriting 
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Lesson  2 


LIIIE  -40 
SPACING  -  1 


Position  of  Key- -right  shift 


00(D0  00\0  000®000 

Q  OO©O0\O oooo o  o 


®©®©o\®o©©oo 


ooooo\o®ooo 

 ^ 


See  See  Fee  Fee  Tie  As  Ad  All  Dee  Did  Em 


Say  to  yourself 


Type  on  your  own  See  See  Fee  Fee  Tie  As  Ad  All  Dee  Did  Em 

See  the  flea.  All  it  eats  is  me.  Aieee. 
See  the  flea.  All  it  eats  is  me.  Aieee. 
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Lesson  2 


ASSIGNMENT  2-B- -Submit  for  Correction 
Type  one  copy  of  the  following o 

Start  27  lines  down  from  the  top  of  the  paper.     Use  a  40  space  line  and 
set  your  line  space  regulator  on  '1'  for  single  spacing.     After  you  have  typed 
the  assignment,  write  ASSIGNMENT  2-B  above  it  as  in  the  following  example 
on  page  17.     It  is  an  example  of  John  Adams'  work  for  this  exercise.  Write 
in  your  name  and  the  date  as  John  did. 

Remember  to  PROOFREAD  your  work  and  CIRCLE  the  errors.  Then 
check  to  see  that  you  have  no  more  than  the  number  allowed.     THREE  errors 
are  allowed  in  this  exercise. 

Type  the  lines  twice  as  shown  using  single  spacing.  Double  space  (retu-rn 
the  carriage  twice)  between  each  group  of  lines. 

Line  -  40  Let  the  lad  take  the  fifth  test.    He  is. 

Spacing  -  1  Let  the  lad  take  the  fifth  test.    He  is. 

She  fills  all  shells.  It  is  half  stale. 
She  fills  all  shells.     It  is  half  stale. 

Ask  him  if  it  is  at  Dim  Lake.  I  did  it. 
Ask  him  if  it  is  at  Dim  Lake.     I  did  it. 

He  is  still  at  the  lake.  Take  this  hat. 
He  is  still  at  the  lake.     Take  this  hat. 
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Lesson  2 


ASSIGN^IENT  2-C--Submit  for  Correction 
Type  one  copy  of  the  following. 

Start  27  lines  from  the  top  of  the  paper.     Use  a  40  space  line  and  set 
your  line  space  regulator  on  '1'  for  single  spacing.     Write  ASSIGNMENT  2-C 
above  it  as  in  the  example  on  page  18. 

Again  PROOFREAD  your  work  and  CIRCLE  the  errors.  Then  make  sure 
you  have  no  more  than  THREE. 

Line  -  40  Sift  the  salt  lest  it  settle.     Salt  did. 

Spacing  -  1  Sift  the  salt  lest  it  settle.     Salt  did. 

His  hat  is  at  the  left.  He  has  had  fat. 
His  hat  is  at  the  left.     He  has  had  fat. 

He  still  has  half  his  teeth.  He  is  fat. 
He  still  has  half  his  teeth.     He  is  fat. 


Fill  the  last  lake.  This  salt  is  stale. 
Fill  the  last  lake.    This  salt  is  stale. 


Typewriting 


-  17  - 

EXAMPLE 


Lesson  2 


Let  the  lad  take  the^tf£>test .  He  is. 
Let  the  lad  take  the  fifth  test.    He  is. 

She  fills  all  shells.     It  is  half  stale. 

She  fills  all  shells.     It  is  half  stale.    3  MlAS'^ 

Ask  himCDif  is  at  Dim  Lake.    (I£>did  it. 
Ask  him  if  it  is  at  Dim  Lake.     I  did  it. 


He  is  still  at  the  lake.-  Take  his  hat. 
He  is  still  at  the  lake.    Take  his  hat. 


Typewriting  -  18  -  Lesson  2 

EXAMPLE 


Sift  the  salt  lest  it  settle.  Salt  did. 
Sift  the  salt(Je|>it  settle.    Salt  did. 

His  hat  is  at  the  left.  He  has  had  fat. 
His  hat  is  at  the  left.    He  has  had  fat. 

He  still  has  half  his  teeth.     He  is  fat. 

He  still  has  half  his  teeth.     He  is  fat. 

Fill  the  last  lake.  This  salt  is  stale. 
Fill  the  last  lake.     This  salt  is  stale. 


Typewriting  -   19  -  Lesson  2 

ASSIGNMENT  CHECK  (  V) 
Check  off  each  of  the  following  as  you  insert  it  in  the  envelope  for  mailing « 

ASSIGNMENT  2-A--Circling  Errors,  page  1   

ASSIGNMENT  2- B-- Typing  Exercise,  page  15   

ASSIGNMENT  2-C-- Typing  Exercise,  page  16   


Reminder:    Send  in  the  above  assignments  only. 

Check:    Name,  Date  and  Assignment  Number 

should  be  written  on  all  assignment  pages 


End  of  Lesson  2 
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ALBERTA  CORRESPONDENCE  SCHOOL 
MAILING  INSTRUCTIONS  FOR  CORRESPONDENCE  LESSONS 


1.   BEFORE  MAILING  YOUR  LESSONS,  PLEASE  SEE  THAT: 

(1)  All  pages  are  numbered  and  in  order,  and  no  paper  clips  or  staples  are  used. 

(2)  All  exercises  are  completed.  If  not,  explain  why. 
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Try  to  mail  each  lesson  as  soon  as  it  has  been  completed. 


When  you  register  for  correspondence  courses,  you  are  expected  to  send  lessons  for 
correction  regularly.  Avoid  sending  more  than  two  or  three  lessons  in  one  subject  at  the 
same  time. 
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KEYBOARD 


Lesson  3 


LIKE  '40 
SPACING  -  1 


Position  of  Key--j    (Use  first  finger) 


0  0(D00  0\0  00  0®00  0 
Q  OO0O ©\0 O0OO o  o 


©©®©0\©0©©00 


©©©©©©\©®©©©@ 


7 


Say  to  yourself 


j  j  jade  jet  jell  jam  jest  Jill  Jim  Jeff 


Ty^pe  on  your  own 


Jill  is  ill.  Take  them  jams.  Jake  did, 
Al  has  had  his  jest.  Jests  make  smiles 
Position  of  Key--c   (Use  "d"  finger) 


00®000\0000(D00  0 

Q  oo©o©\qoqooo  o 


©©©©0\©©®©00 


^©©0©©\©©©©©(§) 


7 


Say  to  yourself 


c  case  cafe  cake  lack  cat  Cadillac  cases 


Type  on  your  own 


c  case  cafe  cake  lack  cat  Cadillac  cases 
Cam  calls  Casie  at  2  a.m.     She  likes  it. 


Typewriting 


Lesson  3 


Li:iE  -40 
SPACING  -  1 


Position  of  Key--u  (Use 


finger) 


00(DOOO\0000(DOOO 

oo©o©\o©oooo 

©  ©  ©  ©lo\©l<£>  ©  ©  OlO 


oo©©o\o®ooo 


7 


Say  to  yourself 


u  us  due  Sue  stuck  difficult  assume  duet 


Ty^e  on  your  own 


u  us  due  Sue  stuck  difficult  assume  duet 
I  assume  that  it  is  difficult.     Tuck  it. 


To  double  space  between  lines, 
set  the  linespacer  at  1  and 
operate  the  carriage  return 
twice;  to  triple  space  between 
lines,  operate  the  carriage 
return  three  times. 

SEE  ILLUSTRATION  


1 

This 

is 

single 

spacing . 

2 

This 

is 

single 

spacing . 

3 

4 

This 

is 

double 

spacing . 

5 

6 

This 

is 

double 

spacing . 

7 

8 

9 

This 

is 

triple 

spacing . 

10 

11 

12 

This 

is 

triple 

spacing . 

On  manv  models  of  typewriters  there  is  an  in-between  spacing  that  is  confusing  to 

many  students.    In  some  cases  when  the  linespacer  is  set  at  2  and  the  carriage  is 

returned,  the  spacing  that  results  is  NOT  TRUE  double  spacing.  There  is  not  a  full 
single  space  or  row  between  the  typed  lines.    SEE  ILLUSTRATION  BELOW. 

This  is  the  spacing  that  occurs  when  the  linespacer  is 
set  at  2  on  some  models  of  t^^Dewriters .    Students  often  submit 
work  with  this  spacing  when  correct  double  spacing  is  required. 
Be  familiar  with  your  typewriter  and  use  correct  spacing  when 
required.    Please  check  your  machine. 
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Lesson  3 


Llim  -40 
SPACING  -  1 


Position  of  Key--,    (Use  "k"  finger) 


00(DOOO\00  00(DOOO 
OO©OQ\o©0OOO  o 

Lock)    I        1     ~"        I   \  —        "^zi  ^ — V  I  ^ — ^ 


©©©©O\©0®©OO 


§)©©©©©\©®0©©© 
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Say  to  yourself 


Practise  the  key. 

kk,   ,   ,  kk,  I  sail,  he  did,  she  talked. 


Tyye  on  your  own 


kk,  ,  ,  kk,  I  sail,  he  did,  she  talked. 
If  the  lake  is  full,  Jim  skates  fast. 


A  comma  is  placed  immediately  after  the  last 
letter  in  a  word  and  is  followed  by  one  space. 


T,ype  writing 
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Lesson  3 


ASSIGNIVIENT  3-A--Subniit  for  Correction 

T;>-pe  each  of  the  following  sentences  twice .  Double  space  between  each 
pair  of  lines.  Use  a  full  sheet  of  paper  and  begin  typing  on  line  27.  Loop 
your  errors.     You  may  submit  an  assignment  with  FIVE  or  fewer  errors. 

Write  "Assignment  3 -A",  your  name  and  the  date  as  shown  on  the  sample 
on  the  next  page. 

LINE  -  40 
SPACING  -  1 

I  just  did  the  dishes  as  she  made  cakes. 
She  likes  a  little  fat  cat  that  is  cute. 
The  little  cat  seldom  came  if  he  called. 
Mathematics  classes  kill  me  if  I  am  ill. 


Typewriting  -  5  -  Lesson  3 

EXAMPLE 


9.1963. 


I  just  did  the  dishes  as  she  made  cakes 
iGuts) did  the  dishes  as  dhe  make  cakes. 


She  likes  a  little  fat  cat  that  is  cute. 

She  likes  a  little  fat  cat  that  is  cute.  ^1  j/i/^'^ 

The  little  (gtj) seldom  came  if  he  called. 
The  little  cat  seldom  came  if  he  called. 

Mathematics  classes  kill  me  if  I  am< 
Mathematics  classes  kill  me  if  I  am< 


xype  writing 

LIl^E  -40 
SPACING  -  1 


-  6 


Position  of  Key--p   (Use  little  fingev) 


Lesson  3 


0  0(D0  00\0000®00  0 

Q  po©o®\o©oo0^  Q 


©©©®0\©®©©00 


Say  to  yourself 


00©00\0©000(g) 


p  pp  put  pup  pump  plump  pulp  pushed  pill 


Type  on  your  own- 


p  pp  put  pup  pump  plump  pulp  pushed  pill 
Specialist  pump  pipes  sell  at  all  times. 

Position  of  Key- -4   (Use  "f"  finger) 


©0®0(D0\000  0®©0© 
^  00®^(I)\0®Q©©0  Q 


®®®©0V©®©©0® 


©0  0®0©\®®®0  0@ 


f4f  ff4  4f4  40  44  41  42  24  240  4104  4204 


Say  to  yourself 


Type  on  your  own 


f4f  ff4  4f4  40  44  41  42  24  240  4104  4204 


Typewriting 


Lesson  3 


LINE  '40 
SPACING  -  1 


Position  of  Key-- 7  (Use  "j"  finger) 


0  0(DO(I)0\0®0  0®00  0 
O  QO  ©  O q\o^0  Q  ® O  o 


©®©©O\®0©©O|O 


©0©©©\©®00  0© 

ezi:  


Say  to  yourself 


j7j  j77  7j7  ju7  77  70  71  72  74  7107  1707 


Ty]pe  on  your  own 


j7j  j77  7j7  ju7  77  70  71  72  74  7107  1707 


Position  of  Key--g  (Use  "f"  finger) 


©0®0®©\0©©0®0©0 

Q    0®®®®\p®Q®®0  Q 


®®®©©\®®®®®® 


®®®®®\®®®®  ®© 


fgf  gfg  gum  gems  guests  gate  Gale  hedges 


Say  to  yourself 


Type  on  your  own 


fgf  gfg  gum  gems  guests  gate  Gale  hedges 
I  guess  she  might  call  at  The  High  Gate. 


Typewriting 


LWE  '40 
SPACING  -  1 


-  8  - 

Position  of  Key--w     (Use  "3"  finger) 


Lesson  3 


00(DO(DO\0®0  0®000 
qO^O©\0®©0©0  q 


©®®©®\©©®©oo 


©©©©oo\©®oo©@ 


Say  to  yourself 


sws  sww  swim  will  wished  whim  which  what 


Type  on  your  own 


sws  sww  swim  will  wished  whim  which  what 
We  will  swim  with  them  while  he  watches  1 

Position  of  Key--y     (Use  "j"  finger) 


©©©0®©\©®©©®00© 

o  o®®o ©\G(©oo® ©  o 


®©©©®\®®©©©© 


g)0©©©©\©®©©  © 
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juy  jyy  jumpy  yes  way  play  fly  Fay  silly 


Say  to  yourself 


Type  on  your  own 


juy  jyy  jumpy  way  yes  fly  play  Fay  silly 
They  may  play  with  the  sky  kite  all  day. 


Typewriting 

LINE  -  40 
SPACING  -  1 
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Lesson  3 


Position  of  Key--v   (Use  "f"  finger) 


00®0(D0\0©0  00)00  0 

Q  QooooVoooooo  o 


.®©©©B\©|OQ©0|0 
©  ©  ©  ©  0©\©  © O©  ©  © 


7 


Q- 


fvf  vfv  five  lives  vigil  saliva  Vesuvius 


Say  to  yourself 


Type  on  your  own 


fvf  vfv  five  hives  vivid  Sylvia  Viv  Vida 
Velma  stayed  at  Vimy  while  we  viewed  it. 


Typewriting 
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Lesson  3 


ASSIGN:\IENT  3 -B- -submit  for  Correction 

Type  each  of  the  following  sentences  twice .  Double  space  between  each 
pair  of  lines.  Use  a  full  sheet  of  paper  and  begin  typing  on  line  27.  Loop 
your  errors.     You  may  submit  an  assignment  with  FIVE  or  fewer  errors. 

Write  "Assignment  3-B",  your  name  and  the  date  on  your  paper  as  you 
did  in  Assignment  3-A. 

Llim  -  40 
SPACING  -  1 

Phil,  Jim  says,  is  happiest  at  his  desk. 
Success  is  achieved  if  we  have  much  pep. 
Lucille  Gales  will  swim  the  eighty  laps. 
Hades ty  calmly  jumped  the  7  m  high  jump. 


Typewriting 
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Lesson  3 


ASSIGNMENT  3-C--Submit  for  Correction 

TECHNIQUE  REVIEW 

In  the  answer  column,  circle  the  letter  that  indicates  the  correct 
completion  of  each  of  these  statements. 


e.g.        The  book  or  other  material  from 
which  a  typist  copies  should  be 
(R)  at  the  right  (L)  at  the  left 

(E)  on  either  side  of  the  machine  e.g.  (rJ  L  E 

1.  The  typist  should  center  his  body  opposite 
(T)  the  tab  key  (S)  the  space  bar  (J)  the 

J-key   T    S  J 

2.  The  typist  should  place  his  feet  (T)  squarely 
on  the  floor,  together  (A)  squarely  on  the 
floor,  one  foot  slightly  ahead  of  the  other 

(C)  anywhere  comfortable    T    A  C 

3.  The  arms  should  hang  (L)  loosely  at  one's 
sides  (T)  elbows  tightly  against  one's  body 

(O)  elbows  out  to  give  free  movement.    L    T  O 

4.  I  control  the  spacebar  with  the  (R)  right 

thumb  (L)  left  thimib  (E)  either  thumb   R    L  E 

5.  In  order  to  protect  the  platen,  the  typist 
always  inserts  (O)  one  sheet  of  paper 

(T)  two  sheets  (F)  four  or  more  sheets.   O    T  F 


MACHINE  PARTS 

In  the  answer  column,  write  the  word  or  words  that  complete  the  state- 
ment.    (The  answers  are  given  in  scrambled  form.) 

e.g.        To  move  the  manual  carriage 

easily  by  hand,  use  the  carriage 

^^^"""^   e.g.  yypA^JA^  

6.     To  loosen  paper  before  removing  it  from 

the  machine,  use  the  paper  seleeva   


7.     To  insert  paper  into  the  machine,  hold  the 
paper  in  the  left  hand  and  use  the  right  hand 
to  turn  the  ryndeloi  hnok  , 


Typewriting 
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Lesson  3 


8.  Spacing  between  lines  is  controlled  by  the 

<yciansg  gerroulat   c  .  o  ..... ,    

9.  The  part  that  must  be  adjusted  to  enable  you 
to  position  paper  consistently  in  the  machine 

is  the  repap  duige   

10.     The  length  of  the  line  is  controlled  by  the 

girnnar  posts    

SPACING 

In  the  answer  column,  circle  the  number  that  correctly  answers  each  of 
the  following  questions. 


11.  How  many  spaces  follow  a  comma  in  the 

middle  of  a  sentence?    0     1    2  3 

12.  How  many  spaces  follow  a  period  after  an 

abbreviation  such  b.s  Dv,?    0     12  3 

13  .     How  many  spaces  follow  a  period  at  the 

end  of  a  sentence?    0     1    2  3 

14.  To  leave  one  blank  line  between  groups  of 
drill  lines  that  are  single  spaced,  how  many 
times  must  the  typist  return  the  carriage  if 

the  machine  is  set  for  single- spacing  ?    0     1    2  3 

15.  To  adjust  the  machine  for  double- spacing 
at  what  number  should  the  typist  set  the 

line- space  regulator?    0     1    2  3 

ASSIGNMENT  CHECK  (/) 

Check  off  each  of  the  following  as  you  insert  it        in  the  envelope  for 
mailing . 


ASSIGNMENT  3-A--typed  exercise,  page  4 
ASSIGNMENT  3-B--typed  exercise,  page  10 
ASSIGNMENT  3-C--Review,  pages  11  and  12 


End  of  Lesson  3 
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Correspondence  Teacher 


ALBERTA  CORRESPONDENCE  SCHOOL 


MAILING  INSTRUCTIONS  FOR  CORRESPONDENCE  LESSONS 


1.   BEFORE  MAILING  YOUR  LESSONS,  PLEASE  SEE  THAT: 

(1)  All  pages  are  numbered  and  in  order,  and  no  paper  clips  or  staples  are  used. 

(2)  All  exercises  are  completed.  If  not,  explain  why. 

(3)  Your  work  has  been  re-read  to  ensure  accuracy  in  spelling  and  lesson  details. 

(4)  The  Lesson  Record  Form  is  filled  out  and  the  correct  lesson  label  is  attached. 
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2.   POSTAGE  REGULATIONS 

Do  net  enclose  letters  with  lessons. 
Send  ail  letters  in  a  separate  envelope. 


3.   POSTAGE  RATES 

First  Class 

Take  your  lesson  to  the  Post  Office  and  have  it  weighed.  Attach  sufficient  postage  and  a 
green  first-class  sticker  to  the  front  of  the  envelope,  and  seal  the  envelope. 
Correspondence  lessons  will  travel  faster  if  first-class  postage  is  used. 


Try  to  mail  each  lesson  as  soon  as  it  has  been  completed. 


When  you  register  for  correspondence  courses,  you  are  expected  to  send  lessons  for 
correction  regularly.  Avoid  sending  more  than  two  or  three  lessons  in  one  subject  at  the 
same  time. 
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KEYBOARD 
Position  of  Key--r    (use  "f"  finger) 
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frf  rum  right  rest  preserve  service  tire 


Say  to  yourself 


Type  on  your  own 


frf  rum  right  rest  preserve  service  tire 
Thirty  restless  girls  raised  the  ruckus. 


Position  of  Key--;  (semicolon)    (use  little  finger) 


0  0(DO(DO\0©00®000 

Q  o®©®q\®®qq©o  q 


®®®©®\®©®©oo 


©©©©©\©®oo®© 


7 


Type  on  your  own  we  shall;  they  were;  he  did;  I  will;  he; 

He  was;  it  may;  several  came;  Jim  plays; 
I  guess  Lisa  is  here;  Jimmy  said  she  is. 

A  semicolon  is  placed  immediately  after  the  last  letter  in  a 
word  and-  is  followed  by  one  space. 


lype  writing 


LINE  -  40 
SPACING  -  1 


'  2  - 

Position  of  Key--q   (Vse  "a"  finger) 


Lesson  4 


00®0®0\0®0  0(I)0  00 

Q    ©®©®0\0®0O®O  Q 


D®®©©\®©®©©0 


©©©©©©\©®®®  ® 


7 


Say  to  yourself 


aqa  aqua  aquatic  quail  quick  quip  quacks 


Type  on  your  own 


aqa  aqua  aquatic  quail  quick  quip  quacks 
The  aquatic  quail  quaffed  quarts  of  ale. 


Position  of  Key--o   (Use  "I"  finger) 


®®®®  ®®\®®®®®®®® 

Q   ®®®®Q\®®  ®©®0  Q 


®®®®®\®®®©®® 


i)©©©©©\©®0©©@ 


7 


lol  old  mould  growl  stole  cookies  poised 


Say  to  yourself 


Type  on  your  own 


lol  old  mold  growls  pole  cokes  stoke  old 
Oliver,  the  bookkeeper,  could  come  home. 


Typewriting 


LIIIE  -40 
SPACING  -  1 


3  - 


Position  of  Key--b     (Use  "f"  finger) 


Lesson  4 


0  0(I)0(DOp®00(DOOO 
®©©©0\©©O®®O 


O 


®©®©©\©©©©©o 


O 


©  OO  ©  0XE\O®O  o  o@ 


Say  to  yourself 


7 


fbf  basis  basketball  barbecues  baby  fibs 


Type  on  your  own 


babies  babbles  bubbles  book  rubble  Bobby 
Bob  became  wary  of  the  boisterous  brood. 

Position  of  Key — n     (Use  "q"  finger) 


00(D0(D0\0®00(2)0  00 
O  ®©©®0\®®0®®O  o 


®  ©  ®  ©|®V5|Q  ®  Q  QlQ 
OO©®(iA0®OOO 
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jnn  njn  jnj  jnj  nnn  nun  nine  ninny  known 


Say  to  yourself 


Type  on  your  own 


Finger  reach  action  is  needed  in  typing. 
Nels  Nilsen  will  soon  send  us  nine  fins. 


Typewriting 


-  4  - 


Lesson  4 


ASSIGN^IENT  4-A- -Submit  for  Correction 

Type  each  of  the  following  sentences  twice.     Double  space  between  each 
pair  of  lines.     Use  a  full  sheet  of  paper.     Begin  typing  on  line  27,  Loop 
vour  errors.     You  may  submit  an  assignment  with  FI\''E  or  fewer  errors. 

Write  "Assignment  4-A",  your  name  and  the  date  as  you  did  in  Lesson 
Three. 

N.B.       Change  your  line  length  for  this  exercise. 

LIllE  -  50 
SPACING  -  1 

We  will  not  quibble  about  any  insignificant  thing. 
Some  blue  ribbons  were  used  to  tie  these  packages. 
My  eyelids  closed;  ray  head  dropped;  and  I  dreamed. 
It  was  a  grimy,  dusty  antique  piano;  it  took  time. 


Typewriting 


-  5 


Lesson  4 


mm  '40 

SPACING  -  1 


Position  of  Key--x    (Use  ''s"  finger) 


OO  (DO®  0\0©  000)0  00 
Q  ©©©©©\000  0Q0  Q 


©  ©  ©  ©|©\©|©  ©©  OO 
©O0©©©\©®OO© 


7 


sxs  exercise  taxes  vixen  Sussex  explains 


Say  to  yourself 


Type  on  your  own 


sxs  exercise  taxes  vixen  Sussex  explains 
Expert  executive  advice  extends  to  July. 


Typewriting  -  6     -  Lesson  4 

LIuE  -40  Position  of  Key--:  (colon)    (Use  little  finger) 

SPACING  -  1 


00(D0®0\0®00®000 

©000Q\Q©0©©O  Q 


/Sh 


®  ©  ®  ©|©\®|®  ®  0QIQ 
|)0®©®®\®®000€ 
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The  colon  is  the  capital  shift  of  the  semi-colon. 


Leave  two  spaces  after  a  colon  in  a  typewritten  line, 
e.g.  the  fonowing:##skates 


Say  to  yourself 


;:;  Sir:     Gentlemen:     To:     From:  Dates: 


Type  on  your  own 


To:     From:     Subject:     Date:     Unit  Price 


No  space  follows  a  colon  in  expressing  time, 
e.g.  1:30 


Type  on  your  own 


Dear  David:     We  must  leave  at  12:30  a.m. 


Typewriting 


Lesson  4 


Position  of  Key--z     (Use  "a"  finger) 


0  0®0® 0x00000000 

Q  ©©QooVoooooo  o 


©©oooxoooooo 


©©©©©\©®oo©© 
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aza  jazz  amazed  zoo  citizen  ozone  sizing 


Say  to  yourself 


Type  on  your  own 


aza  amazed  citizen  minimize  ozone  sizing 
We  must  recognize  the  needs  of  citizens. 
Aza  Quinn  quizzed  the  new  tennis  player. 
Position  of  Key--?  (question  mark)    (Use  finger) 


Space  2  times  after  a  question  mark. 
Type  on  your  own  Is  it  he?    What?    Who  is?    I^en?  Where? 

Where  are  you  going?  Is  that  necessary? 
May  we  go  with  you?    Why  not?    Who  says? 


Typewriting 


Lesson 


'Jim  ~  40 

'PACING  -  1 


Position  of  Key--3    (Use  "d"  fincev) 


O  O  Q(D(D  0\0  ®  O  O  (D  O  O  O 
®®fe®©\®®©©©0 


O 


©®®©®\®©®©©© 


O 


/Skv 


|)©©©©©\©©00®© 
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Say  to  yourself 


de3  de3  33d  3ed  301  302  303  1234  373  341 


Tij-ge  on  your  own 


de3  de3  33d  3ed  301  302  303  1234  373  341 
His  address  is  33  Newton  Plaza  on  Sixth. 


Position  of  Key— 9   (Use  "t"  finger) 


©©©®®o\©®  ©©©©©© 
Q  ®®©©©\q®©^©q  o 


®®®®®\®®®©®® 


©®®®®®\®®®®  ®© 


7 


lo9  9o9  191  991  393  390  193  1239  921  909 


Say  to  yourself 


Type  on  your  own 


lo9  9o9  191  991  393  390  193  1239  921  909 
There  were  1920  women  in  the  109  lodges. 


Typewriting 


-   9  - 


Lesson  4 


ASSIGNMENT  4- B- -Submit  for  Correction 

Type  each  of  the  following  sentences  twice.     Double  space  between  each 
pair  of  lines.     Use  a  full  sheet  of  paper.     Type  ASSIGN^/IENT  4-B  on  line  23 
at  the  left    margin.     Return  the  carriage  three  times  before  you  begin  typing. 

Loop  your  errors.     You  may  submit  aji  assignment  with  FIVE  or  fewer 
errors. 

Write  your  name  and  the  date  at  the  top  of  the  page. 

N.B.       Set  margins  for  a  50- space  line. 

LIM  -  50 
SPACING  -  2 

M.  J.  Gripz  saved  the  six  boys  as  Wynn  Quick  fell. 
Don  Pugh  will  have  Jay  Black  freeze  my  six  quarts. 
Ruth  York  wrote  that  you  were  quite  ready  to  quit. 
Can  Ben,  Max,  and  Zeke  drive  back  for  the  six  men? 
John  Young  knows  you  will  look  for  him  in  my  home. 
Have  the  goods  ordered  on  November  9,  arrived  yet? 


Typewriting  -   10  - 

ASSIGNMENT  4-C-- Submit  for  Correction 


Lesson  4 


Use  a  full  sheet  of  paper.     Type  ASSIGNMENT  4-C  at  the  margin  seven 
Imes  from  the  top  of  the  page.     Return  your  carriage  three  times. 

Set  your  line  space  regulator  for  double  spacing.     Type  the  following 
sentences  at  TOP  SPEED  five  times. 

Joe  quietly  picked  six  zippers  from  the  woven  bag. 
Joe  quietly  picked  six  zippers  from  the  woven  bag, 
Joe  quietly  picked  six  zippers  from  the  woven  bag, 
Joe  quietly  picked  six  zippers  from  the  woven  bag. 
Joe  quietly  picked  six  zippers  from  the  woven  bag. 

Loop  your  errors  and  write  the  incorrect  letters  in  pencil  to  the  left  of 
your  typed  lines. 

Practise  your  errors--for  each  letter  in  your  list  type  two  full  lines  of 
the  matching  drill  below.     Set  line  space  regulator  on  1.     Double  space 
between  the  pairs  of  lines.   Type  your  practice  lines  below  the  first  five  lines 

SPACING  -  1 

Alan  area  data  aria  alas  alarm  baseball  mass  after 
Babs  Bibi  abby  baby  ebbs  bombs  babble  able  trouble 
Chuck  closed  deck  icy  dice  cats  caucus  cells  check 
Dude  dyed  added  dreaded  decide  indeed  doctor  David 

Elsie  Evelyn  see  earnest  free  else  ease  lead  cheer 
Fred  puff  buff  cuff  huff  fluffy  frost  left  off  fan 
Gwen  Greg  things  gang  eggs  gong  gauge  good  goggles 
Hugh  Hank  hush  ham  hash  hug  height  hath  high  ought 

Inez  icicle  kiwi  item  mini  its  skis  isle  ill  timid 

June  jail  jigs  jags  jury  jasmine  jello  jaws  jilted 

Karl  kick  kink  kirk  kings  kite  likes  struck  knives 

Lily  lollipops  lilt  pall  rolls  truly  lovely  yellow 


LINE  -  SO 
SPACING  -  2 


Typewriting 
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Lesson  4 


Mimi  mums  moms  mama  sums 
Nick  nocn  inns  none  nine 
Otto  door  also  odor  onto 
Paul  prep  pipe  pulp  pump 


summer  midi  whom  swimming 
lawn  new  knife  note  known 
ovens  oboe  soon  opposites 
phones  paragraphs  perplex 


Quinn  equipped  quit  queens  quiz  quays  equal  equine 
Ruhr  roar  errs  rear  burr  robber  restore  marr  purrs 
Stu  sass  sirs  sees  says  loss  miss  soar  sights  pass 
Tora  tots  tent  that  test  tilt  settle  tart  the  toes 


Ursa  unto  judo  dump  uses  upsets  until  umpires  must 
Vick  even  over  vow  five  every  levy  eve  revives  vim 
Will  away  wows  whey  waits  whew  wool  when  wash  what 
Xora  exist  texts  next  oxen  fox  exodus  extreme  flex 


Ysla  yarn  ugly  lily  year  young  yesterday  try  stays 
Zeke  zoom  ooze  zips  daze  sizzle  lazy  cozy  horizons 

ASSIGNMENT  4 Submit  for  Correction 

In  the  ansv/er  column,  write  the  two  numbers  that  represent  the  scale 
points  at  which  you  woiild  set  margin  stops  for  these  problems. 

e»g.        If  50  is  the  center  point,  margin  settings 

for  a  50- space  line  are  ^  S  ^ O 


lo     If  50  is  the  center  point,  margin  settings  for 
a  70- space  line  are 

2.  If  40  is  the  center  point,  margin  settings  for 
a  50- space  line  are 

3.  If  45  is  the  center  point,  margin  settings  for 
a  40- space  line  are 

4.  If  61  is  the  center  point,  margin  settings  for 
a  30- space  line  are 


5. 


If  76  is  the  center  point,  margin  settings  for 
a  60- space  line  are 


Typewriting 
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Lesson  4 


Circle  the  errors  in  the  following  lines;  then,  in  the  answer  column,  write 
the  number  of  errors  counted  m  each  linec 


e.g.        their  they  them  ^hem)  than  that  this  ^hi )  e.g.  X. 

e.g.        their  they  them  then  (Sin)  that  this  the  e.g.  / 


60     linds  line  leep  leep  le  ak  lead  lest  6 

7.  lines  line  leap  leaps  leak  lead  lest  7 

8.  linis  line  leap  leaps  leaak  lead  lest  8 


9.     Dear  Jqach;    How  did  you  do  on  the  test?  *  9 

10.  Dear  Jack    :    How  did  you  od  on  teh  test?  10 

11.  Dear  Jack:     How  didyou  do  on  the  quiz   ?  11 


12.  I  think--well,  i  hope--I  did  all  right.  12 

13.  I  htink-well,  I  hope-I  did  aU  right  .  13 

14.  I  think—well  I  hope--I  did  all  right.  14 

15.  Get  me  dome  bule-gray  socks  and  she  s.  15 

16.  Get  me  some  bule-gray  socks  and  shoes.  16 

17.  get  me  smoe  biile-gray  socks  and  shoes.  17 

18.  Dear  Jack:    Buy  them  today;  I  will  pay  you.  18 

19.  Dear  Jack:    But  them  todat;  I  will  may  you.  19 

20.  Dear  Jack:     Buy  themtoday;  I  will  payyou.  20 


ASSIGNMENT  CHECK  (v^  ) 

Check  off  each  of  the  following  as  you  insert  it  in  the  envelope  for 
mailing. 

ASSIGNMENT  4- A- -typed  exercise,  page  4   

ASSIGNMENT  4-B--typed  exercise,  page  9  

ASSIGNMENT  4-C--typed  exercise,  page  10 

ASSIGNMENT  4-D--setting  margins,  and 

circling  errors,  pages  11 
and  12 


End  of  L esson  4 
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Supplement 


SUPPLEMENT  TO  LESSONS  1-4 

You  may  find  the  following  exercises  useful  in  improving  your  skill  at 
any  time  throughout  the  course.     They  include  the  entire  alphabet. 

Some  suggestions  for  practise  are: 

1.  Type  two  lines  of  each  for  those  letters  which  give  you  particular 
difficulty. 

2.  Following  Lesson  6,  you  may  wish  to  use  the  sentences  for  speed 
building  practise. 

INDIVIDUAL  LETTER  DRILLS 

THE  LETTER  "A" 

aaa  aid  aaa  all  aaa  alas  aaa  apart  aaa  salad  aaa  appeal  aaa  12 
area  data  aqua  saga  away  gala  papa  aria  Alma  Alan  Adam  Dana  24 
alarm  awake  again  arena  amaze  mania  amass  Allan  Alamo  Carla  36 
adage  adapt  madam  camera  animal  ballad  banana  Havana  Cabana  48 

Many  a  lanky  lad  may  have  a  mania  for  eating  banana  salads.  12 
Alan  may  appeal  to  Havana  again  and  ask  for  Alma's  release.  24 

THE  LETTER  "B" 

bbb  bib  fbf  ebb  fbf  blab  fbf  bride  fbf  blurb  fbf  bubble  bbb  12 

baby  barb  bomb  bobs  bulb  ebbs  boob  bibs  Babs  Abbe  Bobo  Babe  24 

abbot  cabby  bible  bulbs  bobby  nabob  tubby  Barby  Abbey  Debby  36 

lobby  hubby  hobby  rubber  bobbin  ribbon  nibble  babble  Babbit  48 

Big  Boh  bought  Bim  a  rubber  baseball  and  ribbed  basketball.  12 
The  tubby  baby  babbled  as  he  nibbled  a  bit  on  a  rubber  bib.  24 

THE  LETTER  "C" 

ccc  can  dcd  cue  dcd  corn  dcd  clock  dcd  click  dcd  clinic  ccc  12 

come  acme  nice  each  acid  face  scar  city  deck  echo  came  Coca  24 

comic  check  crick  cache  coach  crack  civic  cycle  Chick  Chuck  36 

occur  occupy  critic  accept  accord  acceded  accuses  succeeded  48 

Dick  came  back  to  Charles  City  to  accept  the  class  picture.  12 
Chick  and  Chuck  accepted  your  call  to  coach  the  civic  club.  24 


1        2        3       4       5        6        7        8        9        10        11  12 
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THE  LETTER  "D" 

ddd  did  ddd  dye  ddd  dude  ddd  dried  ddd  idled  ddd  muddle  ddd  12 

died  deed  odds  dyed  duds  dead  adds  idea  lady  done  Dody  Dude  24 

dozed  dodge  dread  dandy  faded  aided  ended  ceded  David  Daddy  36 

toddy  caddy  added  middle  ladder  adding  bedded  bidder  kidded  48 

Ed  does  good  deeds  daily  and  draws  due  rewards  by  doing  so.  12 

Dude  dreads  doing  any  odd  jobs  but  he  did  dye  dad's  ladder.  24 

THE  LETTER  "E" 

eee  end  ded  eye  ded  heed  ded  elves  ded  tense  ded  eleven  eee  12 

else  jeep  even  ever  meet  need  edge  eyes  feel  week  Erne  Edie  24 

level  erred  elite  every  elect  exert  eager  defer  refer  scene  36 

eerie  three  agree  coffee  degree  decree  speedy  sleepy  freeze  48 

We  are  eager  to  meet  every  member  before  next  week's  drive.  12 

We  agreed  to  exert  every  effort  to  meet  the  eleven  decrees.  24 

THE  LETTER  "F" 

fff  for  fff  off  fff  buff  fff  fifth  fff  fifty  fff  affair  fff  12 

biff  doff  tiff  tuff  cuff  fife  safe  left  file  life  Fifi  Effy  24 

stuff  bluff  staff  affix  stiff  taffy  affix  forty  Duffy  Cliff  36 

fluff  muffs  offer-  office  differ  suffer  effort  baffle  tariff  48 

An  office  staff  often  finds  officials  favoring  free  coffee.  12 

Cliff  offered  Duffy  a  fifth  of  his  staff  for  the  five  days.  24 


THE  LETTER  "G" 

ggg  got  fgf  log  fgf  gong  fgf  going  fgf  soggy  fgf  groggy  ggg  12 

glog  gang  grog  eggs  gags  agog  gage  rigs  grig  Gigi  Gale  Glen  24 

gorge  aging  gauge  gouge  Gregg  grudge  George  granges  eggnogs  36 

foggy  beggar  juggle  bigger  baggage  sagging  suggest  giggling  48 

I  suggested,  long  ago,  that  Guy  give  his  girl  good  luggage.  12 

Gregg's  grange  suggests  that  a  bigger  gauge  be  given  to  us.  24 

THE  LETTER  "H" 

hhh  hot  jhj  the  jhj  high  jhj  which  jhj  hunch  jhj  higher  hhh  12 

shah  hash  halt  hush  nigh  then  what  both  thus  with  Hugh  Hahn  24 

hatch  thigh  shush  harsh  check  might  other  shall  Heath  Helen  36 

hah  though  hurrahs  highly  highest  rhythms  withhold  withheld  48 

What  he  teaches  the  youths  in  school  should  help  the  child.  12 

Hugh  Hahn  might  withhold  both  of  those  checks  when  they  go.  24 


1        2        3        4        5        6        7        8        9        10        11  12 


Typewriting  -  3  -  Supplement  1 

THE  LETTER  "I" 

iii  ink  kik  did  kik  Mimi  kik  visit  kik  mimic  kik  liquid  iii  12 

into  city  idea  give  iron  fair  hair  wait  inch  itch  Iris  Mimi  24 

civic  livid  limit  idiom  vivid  finis  icing  Miami  India  Dixie  36 

invite  critic  icicle  divide  hiring  inhibit  initial  division  48 

I*m  going  to  visit  a  city  five  miles  this  side  of  the  mill.  12 

Iris  might  invite  you  to  drive  to  the  city  limits  of  Miami.  24 

THE  LETTER  "J" 

jjj  job  jjj  joy  jjj  just  jjj  major  jjj  jewel  jjj  justly  jjj  12 

jobs  jugs  join  ajar  jury  joys  jade  jail  joke  July  John  Jo jo  24 

joint  jelly  judge  jolly  enjoy  joker  juice  Jacob  James  Jerry  36 

jumbo  juster  jurors  unjust  adjourn  journal  jackets  juvenile  48 

James  objected  to  joining  Joe  and  John  on  a  jaunt  to  Japan.  12 

Judge  Jensen,  the  juvenile  judge,  is  just  and  enjoys  jokes.  24 

THE  LETTER  "K" 

kkk  key  kkk  eke  kkk  kick  kkk  knack  kkk  knick  kkk  knocks  kkk  12 

kirk  keys  kink  milk  kiln  junk  like  bake  know  keen  Karl  Kent  24 

kyack  knock  kulak  khaki  kinky  kapok  kayak  Kathy  Karen  Kodak  36 

knife  kicker  kicked  keokuk  minikin  knocker  knuckle  kickback  48 

Ken  knew  Ike  liked  cake  and  asked  Kay  to  bake  it  this  week.  12 

Kaye  and  Karen  would  like  to  pick  up  silky  kapok  in  Keokuk.  24 


THE  LETTER  "L" 

111  lay  111  all  111  will  111  level  111  allot  111  little  111  12 

lull  lilt  loll  lily  fell  bill  sell  mill  well  Lyle  Lola  Lila  24 

alley  local  lilac  legal  label  libel  lowly  ladle  Lloyd  Laila  36 

wills  rolls  shall  knolls  balled  billed  collar  dollar  allows  48 

Life  will  look  small  unless  all  laughs  lead  to  fulfillment.  12 

Lucille  will  allot  twenty  dollars  to  allow  for  legal  bills.  24 

THE  LETTER  "M" 

mmm  map  jmj  jam  jmj  maim  jmj  mimic  jmj  madam  jmj  moment  mmm  12 

moms  mtims  mama  item  memo  many  same  much  from  army  Mimi  Emma  24 

memos  maxim  manor  month  mummy  mumps  mamma  comma  Manny  Mamie  36 

commit  common  summer  immune  member  mammal  mammoth  immensely  48 

Many  humans  make  mistakes,  but  mighty  men  emerge  from  them.  12 

Mimi  and  Emma  summoned  me  to  a  manor  for  the  summer  months.  24 


1        2        3       4        5        6        7        8        9        10        11  12 
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THE  LETTER  "N" 

nnn  nay  jnj  nag  jnj  nine  jnj  inner  jnj  anent  jnj  winnow  nnn  12 

noun  none  inns  nuns  noon  neon  only  anon  name  Nona  Anne  Nina  24 

annex  ninth  linen  onion  union  nylon  unpin  nouns  Ronny  Nonny  36 

ninny  minnow  annual  cannot  manners  canning  connect  annually  48 

Nine  men  and  nine  women  turned  in  money,  but  only  one  went.  12 

I  cannot  name  any  of  the  nine  nuns,  but  Nan  knows  all  nine.  24 

THE  LETTER  "0" 

ooo  oak  lol  own  lol  odor  lol  motor  lol  moron  lol  follow  ooo  12 

door  oboe  cool  took  foot  onto  polo  oleo  moon  ooze  Olaf  Olny  24 

rotor  ozone  solos  odors  polio  color  moose  proof  roost  scoop  36 

cooks  cooler  floors  smooth  cookies  foolish  footing  lookouts  48 

Once  one  often  opens  some  box  of  food,  it  soon  becomes  old.  12 

Olivio,  our  own  orator,  is  the  proof  of  the  worth  of  color.  24 

THE  LETTER  "P" 

ppp  pay  ;p;  pen  ;p;  prop  ;p;  upper  ;p;  paper  ;p;  prompt  ppp  12 

peep  pope  pups  plop  pipe  pulp  upon  play  keep  copy  Paul  Pepe  24 

puppy  piped  plump  pupil  poppy  pipes  apply  peppy  sappy  Happy  36 

apple  peppy  happy  apply  pepper  zipper  happen  snappy  support  48 

Pop's  paper  printed  an  appeal  for  help,  and  people  replied.  12 

Pop  was  pleased  to  pay  Pepe  to  copy  his  play  on  pulp  paper.  24 


THE  LETTER  "Q" 

qqq  que  aqa  qui  aqa  quit  aqa  quell  aqa  queen  aqa  quoits  qqq  12 

quod  quad  quen  quid  aqua  quip  quay  quiz  quey  Quin  Quee  Quen  24 

quail  query  pique  quilt  quite  equip  quake  equal  quote  Queen  36 

qualm  quaint  unique  opaque  quarter  banquet  quality  acquaint  48 

Quail  are  quite  quiet  and  quick,  but  Quentin  got  his  quota.  12 

The  queen  sent  Quince  to  Quebec  for  a  quite  unique  quarter.  24 

THE  LETTER  "R" 

rrr  ray  frf  rug  frf  roar  frf  error  frf  carry  frf  repair  rrr  12 

roar  rear  errs  rare  purr  burr  were  over  four  real  Ruth  Rory  24 

rover  refer  recur  error  arrow  brier  drier  prior  order  Perry  36 

marry  barrel  terror  arrive  carrier  berries  arrange  corridor  48 

Three  or  four  girls  were  over  there  right  after  fire  drill.  12 

Prior  to  Rory*s  arrival,  Ruth  arranged  for  an  arrow  target.  24 
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THE  LETTER  "S" 

sss  sue  sws  sis  sws  lose  sws  sales  sws  issue  sws  system  sss  12 

loss  less  sues  uses  sits  sash  sees  sirs  says  miss  Tess  Bess  24 

sales  socks  loses  slash  sense  suits  sizes  guess  asset  Susan  36 

Issue  stress  bosses  assets  assists  success  sissies  sustains  48 

Susan  says  she  is  sure  she  passed  an  easy  test  last  summer.  12 

Yes,  our  losses  from  the  sale  of  socks  and  suits  seem  less.  24 

THE  LETTER  "T" 

ttt  tip  ftf  tot  ftf  mutt  ftf  title  ftf  total  ftf  static  ttt  12 

tots  mitt  that  trot  toot  tote  tent  tact  tots  test  Etta  Toby  24 

Total  truth  trout  trait  taste  teeth  title  tooth  Dotty  Lotty  36 

ditto  totter  tatter  attain  stutter  fitting  letters  attempts  48 

Students  often  forget  to  thank  teachers  after  taking  a  job.  12 

Those  two  tots  took  a  total  of  twenty- two  trout  to  my  tent.  24 

THE  LETTER  "U" 

uuu  use  juj  ups  juj  dual  juj  usual  juj  usury  juj  unused  uuu  12 

used  unto  upon  your  unit  much  four  sure  hour  user  Ulla  Judy  24 

usual  usury  usurp  issue  truly  would  about  could  Trudy  Rudie  36 

union  unused  unless  unduly  unusual  uncouth  mutuals  usefully  48 

Lou*s  house  on  South  Union  mounted  in  value  quite  suddenly.  12 

Trudie  usually  uses  our  units  unless  we  are  unusually  busy.  24 


THE  LETTER  "V" 


vw  vow  fvf  vie  fvf  view  fvf  vivid  fvf  valve  fvf  velvet  vw  12 

void  oven  very  ever  gave  veil  vote  have  vows  five  Vera  Veda  24 

vista  vague  verve  every  never  visit  halve  heavy  Verna  Vicky  36 

Value  vivers  Vivian  valves  visited  revival  vividly  vivified  48 

Vera  visited  Ava*s  villa  and  loved  the  vast  view  very  much.  12 

Vivian  gave  Vickie  a  violet  veil  to  have  for  David's  visit.  24 

THE  LETTER  "W" 

www  why  sws  two  sws  wavy  sws  which  sws  would  sws  wigwam  www  12 

wary  weak  wows  whew  away  when  with  what  owes  wish  Will  Owen  24 

whoop  where  wharf  swish  allow  while  renew  worth  Wally  Wayne  36 

widow  warble  window  wallow  willows  wayward  awkward  withdraw  48 

We  won  a  wide  welcome  when  we  worked  with  worth-while  news.  12 

A  week  on  that  waterway  was  a  worth-while  trip  for  William.  24 
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Supplement  l 


XXX  six  sxs  box  sxs  next  sxs  taxes  sxs  index  sxs  extras  xxx  12 

flex  taxi  axis  foxy  axle  oxen  exit  text  axes  exam  Alex  Axel  24 

maxim  sixes  extra  exact  sixty  vexed  waxed  Maxie  Dixie  Xerox  36 

Alex  Cox,  a  Texan,  expects  to  visit  Max  in  Dixie  next  Xmas.  12 

Maxie  expects  sixty  extra  boxes  of  deluxe  texts  next  month c  24 

THE  LETTER  "Y" 

yyy  you  jyj  yet  jyj  year  jyj  yearn  jyj  yards  jyj  heyday  yyy  12 

yawn  your  type  many  days  yard  duly  city  duty  easy  Yule  Yale  24 

youth  dryly  shyly  slyly  mayor  study  style  yield  Young  Royal  36 

windy  mayfly  typing  yearly  pyramid  tyrants  loyalty  synonyms  48 

Every  entry  in  Addy's  diary  displayed  loyalty  to  your  city,  12 

Mayor  Younger  yearns  to  study  about  pyramids  while  at  Yale.  24 

THE  LETTER  "Z" 

zzz  zip  aza  zone  zzz  zeros  aza  azure  aza  zigzag  zzz  zoo  zzz  12 

zinc  zero  razz  hazy  doze  zoom  size  quiz  jazz  lazy  Zola  Zona  24 

zebra  ozone  amaze  fizzy  dozen  dozed  razor  prize  Dazzy  Lizzy  36 

dizzy  sizzle  puzzle  muzzle  citizen  realize  dazzled  quizzing  48 

Zeke  was  amazed  at  the  size  of  the  dozen  zebras  in  the  zoo.  12 

Zo  was  amazed  and  dazzled  by  the  size  of  the  puzzle  prizes.  24 
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ALBERTA  CORRESPONDENCE  SCHOOL 
MAILING  INSTRUCTIONS  FOR  CORRESPONDENCE  LESSONS 


1.   BEFORE  MAILING  YOUR  LESSONS,  PLEASE  SEE  THAT: 

(1)  All  pages  are  numbered  and  in  order,  and  no  paper  clips  or  staples  are  used. 

(2)  All  exercises  are  completed.  If  not,  explain  why. 

(3)  Your  work  has  been  re-read  to  ensure  accuracy  in  spelling  and  lesson  details. 

(4)  The  Lesson  Record  Form  is  filled  out  and  the  correct  lesson  label  is  attached. 

(5)  This  mailing  sheet  is  placed  on  the  lesson. 


2.   POSTAGE  REGULATIONS 

Do  not  enclose  letters  with  lessons. 
Send  ail  letters  in  a  separate  envelope. 


3.   POSTAGE  RATES 

First  Class 

Take  your  lesson  to  the  Post  Office  and  have  it  weighed.  Attach  sufficient  postage  and  a 
green  first-class  sticker  to  the  front  of  the  envelope,  and  seal  the  envelope. 
Correspondence  lessons  will  travel  faster  if  first-class  postage  is  used. 


Try  to  mail  each  lesson  as  soon  as  it  has  been  completed. 


When  you  register  for  correspondence  courses,  you  are  expected  to  send  lessons  for 
correction  regularly.  Avoid  sending  more  than  two  or  three  lessons  in  one  subject  at  the 
same  time. 
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Lesson  5 


WARMUP 

You  should  make  a  sincere  effort  to  discipline  yourself  to  working  on 
typing  for  a  certain  period  of  time  each  day. 

Like  any  skill,  typing  requires  regular  attention  and  practice.     You  will 
find  thau  you  are  able  to  progress  quickly  if  you  can  devote  time  to  typing 
every  day.     Athletes  realize  the  necessity  of  "warming  up"  before  their  daily 
practice  or  their  contests.     Expert  typists  invented  a  drill  to  do  just  this, 
and  they  have  typed  it  at  the  rate  of  over  168  words  in  one  minute  (840  strokes). 
This  drill,  called  the  EXPERTS'  RHYTHM  DRILL  is  shown  below. 

After  you  have  learned  the  keyboard  you  will  be  able  to  master  the  com- 
plete drill  more  easily  if  you  break  it  up  into  groups.     Practise  each  group 
until  you  can  type  continuously  at  the  highest  possible  speed,  smoothly,  and 
accurately.     Use  a  65- space  line. 

THE  EXPERTS'  RHYTHM  DRILL  -  a;sldkf jghf jdksl 

After  you  have  practised  this  drill  several  times  you  will  have  memorized 
the  keys  and  will  be  able  to  practise  it  without  looking  at  the  copy.  Use  it  as 
a  daily  warm  up  exercise  before  beginning  each  lesson. 


Groups 

Preliminary  Practise 

1. 

a;sl 

a;sla;sla;sla;sla;sla;sla;sla;sla;sla;sla;sla; 

2. 

a;sldk 

a ;  sldka ;  sldka ;  sldka ;  si  dka ;  sldka ;  sldka ;  si  d 

3. 

a;sldkfj 

a ;  sldkf  j  a ;  si  dkf  j  a ;  sldkf  j  a ;  sldkf  j  a ;  sldkf  j  a ; 

4. 

a;sldkf3gh 

a;sldkfjgha;sldkfjgha;sldkfjgha;sldkfj 

5. 

a;sldkfjghfj 

a ;  sldkf  j  ghf  j  a ;  sldkf  j  ghf  j  a ;  sldkf  j  ghf  j  a ; 

6. 

a;sldkfjghfjdk 

a ;  si  dkf  j  ghf  j  dka ;  sldkf  j  ghf  j  dka ;  si  dkf  j 

7. 

a;sldkfjghfjdksl 

a ;  si  dkf  j  ghfjdksla;sl  dkf  j  ghf  j  dk  sla ; 

Repeat  tlie  EXPERTS'  RHYTHM  DRILL  four  times  on  each  line,  and  type 
five  full  lines  of  it.     Your  lines  will  look  like  the  ones  typed  below. 

a;sldkf  jghf  jdksla;sldkf  jghf  jdksla;sldkf  jghf  jdksla;sldkf  jghf  jdksla;sldkfjgh^^ 
a;sldkfjghfc'jdksla;sldkfjghfjdksla;sldkt'jghfjdksla;sldkf  jghf  jdksla;sldkf  jghf  jdks 
a;sldkf jghf  jdksla;sldkf  jghf  jdksla;sldkf  jghf  jdksla;sldkf  jghf  jdksla;sldkf  jghf  jdks 
a;sldkf  jghf  jdksla;sldkf  jghf  jdksla;sldkf jghf jdksla;sldkf  jghf  jdksla;sldkf  jghf  Jdks 
a;sldkf  jghf  jdksla;sldkf  jghf  jdksla;sldkf  jghf jdksla;sldkf  jghf  jdksla;sldkfjgbjjdks 
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KEYBOARD  REVIEW 

ASSIGNIVIENT  5-A- -Submit  for  Correction 

Type  each  of  the  following  lines  once.     Set  your  line  space  regulator  on 
1  for  single- spacing.     Double  space  between  each  pair  of  lines. 

Circle  all  errors.     You  are  allowed  SIX  errors.     If  ycu  have  more  than 
six,  repeat  the  exerci.je. 

Type    Assignment  5- A    at  the  left  margin  24  lines  from  the  top  of  the 
paper.     Return  your  carriage  three  times.     Type  your  name  and  the  date  as 
in  previous  assignments. 

LINE  -  50 
SPACING  '  1 

Why  did  Fay  and  you  say  Ray  may  have  to  leave  now? 
Who  did  May  and  he  say  Jay  may  have  to  leave  home? 

When  a  hard  job  comes  your  way,  do  you  try  or  fly? 
When  a  difficult  job  confronts  him,  does  he  panic? 

Think  big,  of  course;  but  you  must  work  hard,  too. 
Think  big,  of  course,  but  you  must  be  industrious. 

Clay  can  give  the  men  all  the  help  they  will  need. 
Merv  can  lend  the  men  a  hand  if  they  require  help. 


Joyce  Krumpf  saw  quite  a  big  fox  veiled  in  a  haze. 
Joyce  Krumpf  saw  quite  a  big  fox  veiled  in  a  haze. 
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KEYBOARD 


Lesson  5 


Type  on  your  own  j66  j6j  66jy  jy6  66  633  676  6076  623  616 

The  66  men  sold  over  69  items  in  6  days. 

Position  of  Key- -8    (Use  ''k"  finger) 


Say  to  yourself 


I     Type  on  your  own 


ki8  k8k  k88  ki8  81  82  83  84  86  87  88  890 
We  potted  880  plants  in  18  days  in  1968. 
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Lesson 


LHIE  -40 
SPACING  -  1 


Position  of  Key- -5    (Use  "f  finger) 


0  0(D(D®(D\©®®®(DOOO 


©©®©®®\®®®®  ©(§ 
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f5f  ft5  t5f  55f  510  511  512  513  514  5156 


Say  to  yourself 


Type  on  your  own  f5f  ft5  t5f  55f  510  511  512  513  514  5156 

She  will  be  55  on  May  25;  he  will  be  35. 

Position  of  Key--'  (apostrophe)  (Manual  Typewriter) 

(Use  "k"  finger) 


Say  to  yourself 


Type  on  your  own 


ki8'  k'k  k'ik  8'8  it's  let's  Ken's  Sue's 
His  i's  look  like  e's;  his  k's  like  h's. 


Typewriting 
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LWE  -  40 
SPACING  -  2 


Position  of  Key--'  (apostrophe)(Electric  Typewriter) 
(Use  little  finger) 

OO0®(D(D\©®®®(2)OOO 

©©©©©\00O00O  ^ 

'®©®0|©\®|Q®©®{(v) 
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don*t;  didn't;  shouldn't; 


Say  to  yourself 


Type  on  your  own  ;;';  ;'';  ;*;;  don't;  didn't;  shouldn't; 

We're  flying  overseas  soon;  they  aren't. 


There  are  no  spaces  before  or  after  the  apostrophe 
when  it  is  used  to: 

(a)  form  contractions:  wouldn^t 

(b)  form  plurals  of  figures:  2's 

(c)  form  possessives:  Lesley's 

One  space  precedes  the  apostrophe  but  no  space 
separates  it  from  the  following  symbol  when  it  is 
used  to: 

(a)  indicate  the  omission  of  figures  in  dates: 

alass  of  '86 

(b)  act  as  a  single  quotation  mark:    "Tanned  skin 

became  a  'must  '  about  ten  years  ago . " 

There  is  no  space  before  the  apostrophe,  but  it  is 
followed  by  one  space  when  it  is  used  to  represent 
feet: 

A  15'  by  30'  room 


Typewriting 
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Position  of  Key--"  (Quotation  mark)    (Use  "3"  fi'ngev) 

(Manual  Typewriter) 


O  O  (D  (D  (D  ®\©  (D  Q  ®  ®  O  O  O 
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Say  to  yourself 


sw2  sw"  s"s  s"2  "Sway"  "Sue"  "Who"  "Us" 


Type  on  your  own 


sw2  sw"  s"s  s"2  "Sway"  "Sue"  "Who"  "Us" 
I  should  not  type  "threw"  for  "through." 


One  space  is  left  before  the  opening  quotation 
mark  and  one  space  is  left  after  the  closing 
quotation  mark  when  it  is  included  in  a  sentence. 
Many  beginners  think  they  oan  "steal  a  look'*  at 
the  work  in  their  machine. 

When  the  closing  quotation  mark  is  used  with  a 
period  or  a  comma,  the  period  or  the  comma  is 
always  typed  before  the  quotation  mark. 

It  cannot  he  so,  unless  it  is  done  by 
"touch,  "    She  was  what  they  call  "petite,  " 
which  means  that  she  was  only  about  five 
feet  high  in  her  shoes. 

When  two  or  more  punctuation  marks  immediately 
follow  one  another,  no  space  is  placed  between 
them. 
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LIM  ~  40  Position  of  Key--"  (Quotation  mark)    (Use  little  finger) 

SPACING  -  i  ^  .  . 

(Electric  Typewriter) 


Seldom" 


Say  to  yourself 


Type  on  your  own 


;";  ;;"  ;»";  "Hi"  "Bye"  "Never"  "Seldom" 
I  should  not  type  "threw"  for  "through." 


Typewriting 
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-  3  -  Lesson 
Position  of  Key- -(hyphen)  -   (Use  little  finger) 


00(D(D(I)©\(D®®®®©00 

Q     ©©©0©\©  ©Q©©©  Q 


©©®©®\©©©©®© 


®©©©©\®®00®l 


Say  to  yourself 


;-;  in-laws  time-saving  co-sign  non-stop 


Type  on  your  own 


;-;  in-laws  time-saving  co-sign  non-stop 
We  could  fly  twenty-five  hours  non-stop. 
Our  team — believe  it  or  not — was  second. 


The  hyphen  is  typed  with  no  spaces  before  or 
after  it: 

non-stop 

Two  hyphens  with  no  space  before  or  after  them 
are  used  for  a  dash. 

We  should  spend  a  long  time — twenty  hours — on 
the  project. 


The  hyphen  key  is  usually  used  at  the  end  of 
typed  lines  to  show  the  division  of  words.  Read 
the  following  rules  carefully  and  then  complete 
the  exercise  on  word  division. 
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RULES  FOR  WORD  DIVISION 


1.  Don't  divide  if  you  can  avoid  doing  so. 

2.  Don't  divide  any  word  with  fewer  than  six  strokes.  But, 
a  five -letter  word  followed  by  a  punctuation  mark  may  be 
divided,  e.g.  six-ty, 

3.  Don't  divide  a  word  pronounced  as  one  syllable  as  strength, 
shipped,  or  sprained. 

4.  Don't  divide  a  contraction.     You  can't  divide  couldn't  or 
wouldn't, 

5.  Don't  divide  an  abbreviation.     You  can't  divide  P,E.I.  or 
CNR. 

6.  Don't  divide  a  word  unless  you  can  leave  at  least  two 
letters  and  a  hyphen  on  the  first  line.     You  can't  divide 
around    or  aground. 

7.  Don't  divide  a  word  unless  you  can  carry  at  least  three 
strokes  (the  third  one  may  be  a  punctuation  mark)  to  the 
next  line. 

8.  Don't  divide  a  number.     But  an  extradordinarily  long 
number  may  be  divided  after  any  comma  as  22,000,-000,000 . 

9.  Do  not  divide  a  word  that  is  a  proper  noun,   e.g.  Calgary, 
Norman. 


lypev/riting 
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-3 --Submit  for  -^oxrection  -  Dividing  Words  Correctly 


Insert  this  sheet  of  paper  into  your  typewriter.     Using  the  rules  given 
regarding  word  division,  fill  in  the  number  of  the  rule  in  the  blank  provided, 
and  then,  using  the  hyphen  key,   show  the  correct  division  of  the  word.  Tj^e 
slightly  above  the  line.     See  Lesson  2,  Page  7. 


heautv. 


It  has  been  kept  for  those  who  admire  its  tremendous 
Rule  #  7  ;  Divide  as  follows: 


ground. 


Likely,  the  three  will  not  grow  any  higher  from  the 
Rule  #  3  ;  Divide  as  follows:   


Oahu. 


Those  three  people  decided  to  travpl  to  the  island  of 
Rule  #  1  or  2    ;  Divide  as  follows: 


doesn 't, 


4.     I  will  have  to  order  the  bicycle  soon  if  my  father 
Rule  #  4  ;  Divide  as  follows:  


$250j000j000  .   5.     That  property  was  listed  with  a  realty  company  for 
Rule  #  8  ;  Divide  as  follows: 


abroad. 


6.     I  have  contacted  many  travel  agencies  about  my  trip 
Rule  #  6  ;  Divide  as  follows: 


nobody . 


7 .     The  old  house  was  empty  and  seemed  to  belong  to 
Rule  #  6  ;  Divide  as  follows:   


YMCA, 


If  you  are  new  in  the  city,  you  should  contact  the 
Rule  #  5  ;  Divide  as  follows:   


thirty . 


They  prepared  a  meal  large  enough  for 
Rule  #  7  ;  Divide  as  follows: 


cprained. 


10. 


We  feared  that  his  arm  and  ankle  were  both 
Rule  #  3  ;  Divide  as  follows: 
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LINE  -  40  Position  of  Key-"(  )  (brackets) fJ/se  "1"  and  fingers) 

SPACING  -  1 


Say  to  yourself 


Type  on  your  oun  Pay  me  within  the  next  twelve  (12)  months. 

We  wrote  that  exam  already  (October  31). 
That  article  (see  page  92)  wasn't  valid. 


One  space  1s  left  before  the  opening  brackets 
and  one  space  is  left  after  the  closing  brackets 
when  it  is  included  in  a  sentence. 

He  piloted  the  plane  (non-stop)  from 
Edmonton^  Alberta  to  Amsterdam,  Holland. 


Typewriting 
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Lesson  5 


LWE  -40  Position  of  Key--  (Underscore)  (Use  "j"  finger) 

SPACING  -  1  (Manual  Typewriter) 


Say  to  yourself 


To  underscore  a  word,  type  the  word;  then  backspace 
once  for  every  letter  in  the  word;  type  the  underscore; 
and  continue  to  type. 


Typewriting 
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Lesson  5 


The  backspace  key  is  operated  by  the  little  finger  on  tut? 
left  hand.     If  you  hit  the  space  bar  accidentally  and 
want  to  go  back  a  space,  keep  your  fingers  on  home 
row  and  reach  with  the  little  finger  to  the  backspace 
key.     The  backspace  key  is  also  used  when  you  wish 
to  underscore  a  word  or  phrase. 

Type  on  your  oum  I  have  plenty  of  room.    Be  sure  to  come. 

I  have  not  read  that  new  book.  Winnings. 

Ron  ts_  not  to  help  you  in  this  new  test. 


Titles  of  books  are  underscored. 

The  underscore  does  not  extend  under  a 
punctuation  mark. 


To  group  words,  underscore  solidly. 

To  stress  each  word,  underscore  it 
individually. 


Typewriting 
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Position  of  Key-  -  !  (Exclamation  Mark) 

Type  an  apostrophe;  then  backspace  once  and  type 
a  period 

@O®(D(D©\®®0®(DOOO 


O 


®®®®®\®®o®©o 


®  ®®®®\®®®®®® 


® 


®®®®®\®®®®®© 


7 


Type  on  yoiu*  own 


My  wallet  is  lost I  Help  me  look  for  iti 
Yes  I    Yes  I    Yes I    A  thousand  times.  Yes I 


Two  spaces  follow  an  exclamation  mark  at  the 
end  of  a  sentence. 


TABULATING 

A,    To  Clear  Tab  Stops 

1.     Move  carriage  to  extreme  left. 


2.     Depress  Tab  Clear  Key  as  you  pull  the  carriage  all  the  way  to  the 
right  to  remove  all  tab  stops. 


Tab  Clear  Key 


Smith-Corona  and  Olympia  typewriters  have  a  Total  Tab  Clear  Key  that  clears 
all  stops  at  one  time. 


Typewritmg  -  15  -  Lesson 

Bo    To  Set  Tab  Stops 

1.  Move  the  carriage  to  the  desired  position. 

2.  Depress  tab  set  key. 


Keep  fingers  on  home  row.  Keep  fingers  on  home  row. 

Hold  tab  bar  down  with  (J^  Hold  tab  key  down  with  the 

finger  until  the  carriage  stops.  little  finger  and  release  quickly. 


In  this  course,  paragraphs  are  indented  five  spaces.  To  set  tabs  for  a 
paragraph,  tap  the  space  bar  five  times  and  set  a  tab. 
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Do    To  Clear  One  Tab  At  A  Time 

1„     Depress  the  tab  bar  and  the  carriage  will  move  to  the  first  tab  stop. 


2.    Depress  Tab  Clear  Key  and  one  tab  will  be  cleared. 
Tab  Clear 


The  position  of  the  Tab  Set  and  Tab  Clear  keys  may 
differ  on  some  machines  but  they  are  clearly  marked. 
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ASSIGNMENT  5-C--Subinit  for  Correction 

Type  the  following  paragraphs.     Indent  the  paragraphs  five  spaces  using 
the  tabulator.     Type  Assignment  5-C  next  to  the  left  margin  26  spaces  from 
the  top  of  the  page.     Return  the  carriage  three  times  after  the  title.  Double- 
space  the  paragraph  as  shown.    Do  not  forget  to  leave  two  spaces  after  the 
period  at  the  end  of  the  sentence. 

Circle  your  errors;    Write  the  number  of  errors  in  the  right  margin.  If 
you  have  more  than  FOUR  errors,  repeat  the  exercise. 

LINE  -  50 
SPACING  -  2 

It  is  how  you  type  and  not  what  you  type  now 
that  means  most.  You  may  not  be  a  whiz  just  yet, 
but  you  will  be  some  day. 

Use  a  quick  stroke.  Type  one  key;  move  from 
it  to  the  next  one  and  type  it.  Just  go  right  on 
and  you  will  type  well  in  due  time. 

ASSIGNMENT  5 -D— Submit  for  Correction 

Type  the  following  paragraphs.     Indent  each  paragraph  five  spaces.  Type 
Assignment  5-D    next  to  the  left  margin  26  spaces  from  the  top  of  the  page. 
Return  the  carriage  three  times  after  the  title.     Double- space  the  paragraphs 
as  shown. 

Circle  your  errors.    Write  your  number  of  errors  in  the  right  margin. 
If  you  have  more  than  FOUR  errors,  repeat  the  exercise. 

LINE  -  50 
SPACING  -  2 

Boy,  have  we  had  excitement  in  school  today! 
While  I  was  taking  my  quiz  in  history,  fire  broke 
out  in  the  lab  in  room  56. 

Then  the  fire  alarm  rang,  and  out  we  went  in 
a  rush,  taking  just  2  minutes  to  empty  the  place. 
(The  blaze  was  out  in  2  minutes,  too.) 


IN  ALL  FUTURE  ASSIGNMENTS  TYPE  YOUR  NAME, 
DATE  AND  ASSIGNMENT  NUMBER  ON  ALL  ASSIGN- 
MENT PAGES. 
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Lesson  5 


ASSIGNMEN  T    5  -  E  -  -  Submit  for  Correction 

Set  margins  for  a  70- space  line.     Set  line  space  regulator  on  "l"  for 
single  spacing.     Set  a  tab  23  spaces  from  the  left  margin  and  a  second  tab 
23  spaces  to  the  right  of  the  first  tab.     Start  25  lines  from  the  top. 

LINE  -  70 
SPACING  -  1 

Margin  +23  Tab  +23  Tab  Margin 

T3rpe  your  first  and  last  name;  tab  over,  type  your  name;  tab  over  and 
type  your  name.  Return  your  carriage --type  two  more  lines  of  your  name. 
Ignore  errors. 

Check  to  see  that  your  work  is  similar  to  this: 


John  Bleau  John  Bleau  John  Bleau 

John  Bleau  John  Bleau  John  Bleau 

John  Bleau  John  Bleau  John  Bleau 


ASSIGNMENT    5-F--Submit  for  Correction 

Using  the  same  paper  that  you  used  for  Assignment    5-E,  return  your 
carriage  six  times  and  do  the  following: 

Leave  your  margins  set  for  a  70- space  line  and  tabs  every  23  spaces. 
Type  today's  date,  tab  over;  type  the  date  again;  tab  over  and  type  the  date. 
Type  a  total  of  three  lines.     Ignore  errors^ 

Check  to  see  that  your  work  is  similar  to  this: 


November  30,  1978  November  30,  1978  November  30,  1978 

November  30,  1978  November  30,  1978  November  30,  1978 

November  30,   1978  November  30,   1978  November  30,  1978 
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Lesson  5 


ASSIGNMENT  5-G--Submit  for  Correction 

1.  Make  an  exact  copy  (line  by  line)  of  Assignment  5G  below  with  the  line 
space  regulator  set  on  "1".     Use  a  60- space  linec     Double  space  or 
return  the  carriage  twice  between  sentences  1  and  2,  etc.     Use  a  whole 
sheet  of  paper. 

2.  Type  the  heading  ASSIGNMENT  5 -G  at  the  left  margin   18  spaces  from  the 
top  of  the  page.     Return  the  carriage  three  times  after  the  heading. 

3.  Type  in  all  sentence  numbers,  followed  by  a  period  and  two  blank  spaces. 

Remember  to  set  a  tabulator  stop  at  the  point  where  you  begin  to  type  the 

sentences.  (The  periods  should  fall  underneath  one  another.)  Use  the  margin 
release. 

4.  Side  margins  should  be  fairly  even  so  that  your  work  will  be  centered 
horizontally.     The  top  margin  should  be  only  two  or  three  lines  narrower 
than  the  bottom  margin  so  that  your  typewritten  work  will  be  centered 
vertically  also. 

5.  FIVE  errors  are  permitted.     Circle  your  errors. 

1.  Mr.  Smith  has  seat  11  in  car  12  on  train  111.     The  train 
is  at  gate  122. 

2.  Send  Mary  23  erasers,  12  textbooks,  32  notebooks,  and  11 
pencils. 

3.  Those  dates  of  importance  are:    May  14,  1211;  May  23,  1412; 
July  14,  1443;  and  November  11,  1444. 

4.  The  ocean  trip  took  4  months,  3  weeks,  5  days,  5  hours, 
and  12  minutes. 

5.  James  has  6  sisters,  6  brothers,  15  aunts,  14  uncles,  66 
first  cousins,  and  132  second  cousins. 

6.  Sammy  has  277  pennies,  367  nickels,  457  quarters,  and  167 
dimes . 

7.  She  bought  34  suits,  2  coats,  18  skirts,  17  dresses,  and 
8  hats  in  1888. 

8.  Mr.  F.  H.  Jones  sold  him  120  desks  and  seats,  99  lamps, 
89  tables,  and  75  chairs  for  the  school  in  1959. 

9.  In  that  region  are  201  lakes,  80  rivers,  and  76  creeks. 
Farther  south  there  are  50  rivers  and  90  creeks. 

10.       On  July  10,  1910,  there  were  199  men  in  each  lodge.  In 
1912,  there  were  198  men  in  each  of  the  19  lodges. 

(Please  check:    Are  the  periods  lined  up  one  below  the  other? 
In  number  10,  is  the  "0"  under  the  "9"?) 
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ASSIGNIVIENT  5-H--Submit  for  Correction 


Lesson  5 


Circle  the  errors  in  the  following  paragraphs.  Then  circle  the  appropriate 
number  of  errors  in  the  right-hand  column. 


When)we  u:aem)out  of  the^oodsT) 

0 

1 

2 

0 

4 

it  was  dark,  and  we  had  to  wait 

0 

1 

2 

3 

4 

for  the  noon  to  come  out  form 

0 

1 

2 

3 

4 

teh  cloud  bank  so  we  could  fine 

0 

1 

2 

3 

4 

the  path  more  once. 

0 

1 

2 

3 

4 

At  last  the  moon  cmae  out  to 

0 

1 

2 

3 

4 

hlep  us,  and  in  its  glow  we  found 

0 

1 

2 

3 

4 

the  parth  that  had  led  us  to  thes 

0 

1 

2 

3 

4 

point.    We  triled  it  down  the  slope 

0 

1 

2 

3 

4 

f  the  hill  to  the  foot,  and  ^her  we 

0 

1 

2 

3 

4 

looked  for  the  lod  road  that  we  had 

u 

1 

9 

o 

been  told  would  lead  us  to  the  mill 

u 

i 

9 

J 

A 

m  cne  oxa  pane,     we  uiu  Lina  a  roau. 

n 
u 

1 

9 

J 

/. 
t 

Dut  lu  seemea  lo  neaa  Lignu  oacK  uo 

n 
u 

1 

1 

9 

'3 
J 

A 

une  m±x . 

n 

1 

1 

9 

-5 
J 

A 

We  did  now  know  what  to  do. 

0 

1 

2 

3 

4 

We  talked  and  talked.     We  could 

0 

1 

2 

3 

4 

take  this  raod  and  see  where  it 

0 

1 

2 

3 

4 

would  go.  or  we  could  look  in  the 

0 

1 

2 

3 

4 

dark  for  a  raod  tht  went  in  what 

0 

1 

2 

3 

4 

we  thought  was  the  rihgt  way. 

0 

1 

2 

3 

4 

Well,  we  made  up  our  minds  to 

0 

1 

2 

3 

4 

stay  on  the  road  we  had  found,  and 

0 

1 

2 

3 

4 

we  hiked  it  for  an  hour  so  or. 

0 

1 

2 

3 

4 

Just  when  we  were  sure  we  must 

0 

1 

2 

3 

4 

be  Isot,  the  road  took  us  up  a  ridge. 

0 

1 

2 

3 

4 

From  its  toop,  in  the  glow  of  teh  moon. 

0 

1 

2 

3 

4 

we  could  see  the  old  park,  a  mile  off. 

0 

1 

2 

3 

4 
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ASSIGNMENT  CHECK  (  ^/) 

Check  off  each  of  the  following  as  you  insert  it  in  the  envelope  for 
mailing . 

ASSIGNMENT  5-A--Typed  Exercise,  page  2   

•  ASSIGNMENT  5-B--Word  Division,  page  10   

ASSIGNMENT  5-C--Typed  Paragraphs,  page  17   

ASSIGNMENT  5-D--Typed  Paragraphs,  page  17  

ASSIGNMENT  5-E-- Tabulating,  page  18   

ASSIGNMENT  5-F-- Tabulating,  page  18   

ASSIGNMENT  5-G--Typing  Numbers,  page  19   

ASSIGNMENT  5-H--Circling  Errors,  page  20   

CHECK:    Have  you  typed  in  your  name, 
date  and  assignment  number  on 
assignments  5- A,  5-C,  5-D, 
5-E  and  5-G  ? 


End  of  Lesson  5 
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ALBERTA  CORRESPONDENCE  SCHOOL 
MAILING  INSTRUCTIONS  FOR  CORRESPONDENCE  LESSONS 


1c   BEFORE  MAILING  YOUR  LESSONS,  PLEASE  SEE  THAT: 

(1)  All  pages  are  numbered  and  in  order,  and  no  paper  clips  or  staples  are  used. 

(2)  All  exercises  are  completed.  If  not,  explain  why. 

(3)  Your  work  has  been  re-read  to  ensure  accuracy  in  spelling  and  lesson  details. 

(4)  The  Lesson  Record  Form  is  filled  out  and  the  correct  lesson  label  is  attached. 

(5)  This  mailing  sheet  is  placed  on  the  lesson. 


2.   POSTAGE  REGULATIONS 

Do  not  enclose  letters  with  lessons. 
Send  all  letters  in  a  separate  envelope. 


3.   POSTAGE  RATES 

First  Class 

Take  your  lesson  to  the  Post  Office  and  have  it  weighed.  Attach  sufficient  postage  and  a 
green  first-class  sticker  to  the  front  of  the  envelope,  and  seal  the  envelope. 
Correspondence  lessons  will  travel  faster  if  first-class  postage  is  used. 


Try  to  mail  each  lesson  as  soon  as  it  has  been  completed. 


When  you  register  for  correspondence  courses,  you  are  expected  to  send  lessons  for 
correction  regularly.  Avoid  sending  more  than  two  or  three  lessons  In  one  subject  at  the 
same  time. 


-  1  -  Lesson  6 

KEYBOARD 
Position  of  Keys--^  and  h    (^se  finger) 


(If  there  are  no  fractions  on  yoiir  typewriter  use 
the  diagonal — 1/2  and  1/4.) 

5^5        »^»  >^>  »^^>        i\i  >k>  j^; 
find  i$  send  h  give      take  ^;  buy  4  lend  ^; 
1^,  2h,         4^2,  5is,  6is,  Ik,  8k,  I9J2;,  ZOis 


One  space  precedes  and  follows 

a  fraction 

used  in  a  sentence: 

Yes,  2  is  k  of  8. 

No  space  separates  h  or  h  from 

a  whole 

number: 

Zh 

I 


Typewriting 


LIfJE  -  40 
SPACING  -  1 


Typewriting  -  2  -  Lesson  6 

Other  Fractions 

Use  the  diagonal  for  all  other  fractions. 

When  using  the  diagonal,  leave  a  space  between 
the  whole  number  and  the  fraction: 

55  2/5 

If  one  fraction  in  a  sentence  must  be  made  with 
the  diagonal,  use  the  diagonal  with  all  fractions 
in  that  sentence: 

It  is  either  55  1/2  or  55  2/5. 


Position  of  Key--/     (Use  little  finger) 


Practise 

;/;  ;/;  ;/;  55  2/5,  65  3/5,  77  8/9,  9/16 
3/5,  6/7,  8/9,  9/10,  10/11,  11/12,  12/32 
We  will  sell  98/100  of  our  stock  by  May. 
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RE -INSERTIONS 

The  skilled  typist  can  remove  a  partially  finished  paper  from  the  machine 
and  then  place  it  back  in  the  typewriter  aligning  it  perfectly.     To  do  this, 
follow  these  steps: 

1.  When  removing  a  partly  typed  paper  from  the  machine,  try  to  finish  the 
line  you  are  working  on.    After  re-insertion  you  can  begin  on  a  new  line 
and  it  is  easier  to  get  neat  results. 

2.  -    Re-insert  the  paper  into  the  machine  and  move  it  to  the  last  typed  line; 

then  depress  the  paper  release  so  that  the  paper  can  be  moved  freely. 

3.  Place  the  paper  in  such  a  position  that  one  of  the  small  white  lines  on 
the  alignment  scale  appears  under  the  center  of  a  small  'i'  or  '1'  or  a 
period.    For  example: 


4.  Be  sure  that  the  paper  is  straight  all  the  way  across  the  line  on  which 
you  are  lining  up  the  work. 

5.  While  holding  the  paper  firmly  against  the  roller,  snap  your  paper  release 
back  into  its  normal  position,  thus  locking  the  paper  in  the  machine. 

6.  Test  your  success  by  putting  the  ribbon  selector  on  stencil  (white)  and 
tapping  a  period  lightly  over  another  period.     You  will  then  be  able  to 
determine  whether  your  paper  has  been  inserted  correctly  or  whether  it 
needs  to  be  shifted  up  or  down. 

ASSIGNMENT  6 -A- -Submit  for  Correction 

Copy  the  following  line;  remove  the  paper  from  the  machine;  re-insert 
the  paper  and  type  the  line  again  over  the  original  line. 

LIUE  -  40 

Your  paper  will  arrive  within  the  hour. 
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TYPING  FIGURES  OR  WORDS 

ASSIGNMENT  6 -B°- Submit  for  Correction 

READ  the  rule  and  the  example »     Then  TYPE  the  practise  sentence  making 
all  necessary  corrections.     Type  "Assignment  6-B"  20  lines  from  the  top  at 
the  left  margin.     Triple  space  after  the  title,  and  double  space  between  each 
sentence . 

LmE  -  50 
SPACING  -  2 


RULE  1:  Spell  out  nimibers  from  one  to  ten  except  when  used 

with  numbers  above  ten. 

EXAMPLE:  He  bought  53  books  on  fishing,  8  on  hunting  and  33  on 

skiing  o 

TYPE  CORRECTLY:     About  120  members,  300  observers,  and  nine  guests 
were  at  the  meeting. 


RULE  2:  Always  spell  a  number  beginning  a  sentence  even  though 

figures  are  used  later  in  the  sentence. 

EXAMPLE:  Ninety-five  complaints  were  received,  but  only  17  letters 

were  smswered. 

TYPE  CORRECTLY:     7  of  the  ladies  arrived  yesterday;  the  other  15  will 
come  tomorrow. 


RULE  3:  As  a  general  rule,  spell  the  shorter  of  two  numbers 

used  together. 

EXAMPLE:  We  sent  order  no.  1350  for  nine  20-gallon  barrels  and 

380  ten- gallon  cans. 

TYPE  CORRECTLY:     We  may  need  962  5-pound  bags  and  9  35-pound  bags 
tomorrow. 


RULE  4:  Spell  isolated  fractions  in  a  sentence,  but  type  a  series 

of  fractions  in  figures.     Use  the  diagonal  for  those 
fractions  that  do  not  appear  on  your  typewriter. 

EXAMPLE:  I  have  one  third  of  the  material.     Buy  7/8,  3/5,  1/4, 

and  9  2/3  yards. 

TYPE  CORRECTLY:      3/4   of  the  garden  is  planted.     Bring  1/2,   1/8,  six  2/3 
and  8  5/8. 
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LIM  -40  Position  of  Key — &    (Use  "c"  finger) 

SPACING  -  1 


Praatise 

j&j  j&j  j&j  j&j  j&j  j&j  j&j  j&j  j&j 
Smith  &  Sons  Smith  &  Jones  Smith  &  Sons. 
Set  orders  Nos.  747  &  474,  dated  June  4. 


One  space  precedes  and  follows  the 
ampersand  (&). 


T)rpe  writing 


-  e  - 


Lessor  6 


Position  of  Kc 


asterisk) 


PRACTISE 

»»>>»>>>>>»»»»»»»»>  » 
Rogers,*  Smith  &  Sons**  Rogers,*  Smith* 


There  is  no  space  separating  the  asterisk 
from  the  word  to  which  it  refers: 

Mr.  Smith,* 


If  your  machine  does  not  have  an  asterisk^ 
type  capital  A,  backspace  once  and  type 
small  X.  A 
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LWE  -  40  Position  of  Key--#   (Use  "d"  finger) 

SPACING  -  2 


PRACTISE 

3#d  d#d  d#d  d#d  d#d  d#d  d#d  d//d  d#d  d##d 
Send  #1329  &  #209  give  them  #2037  buy  #2. 


No  space  separates  the  number  sign  (#) 
from  the  figure  following  it: 

pick  #25 


Position  of  KeyS"°@  and  c;?     (Use  little  finger) 


Practise 

;c;  ;c;  ;c;  ;<:;  ;c(a;  ;(§;  ;(§; 

C  IC  2c  3c  Ac  5c  6c  7c  8c  9c  lOc  llC  12c 

No  space  separates  the  figure  from  the  i 
sign: 

25(t 

If  the  <r  sign  is  not  found  on  your  typewriter^  type  the 
letter  '*q"  while  holding  the  space  bar.    Then  type  the 
oblique  mark  (/)  over  the  "c".    The  result  will  be  i. 

@3@4@5@6(a7@8(a9(a2(ai@20 
We  got  6  orders  (?  9c  and  8  orders  @  21c. 

Leave  one  space  after  the  @  sign. 


If  the  &  sign  is  not  found  on  your  machine,  use  the 
word  "at"  when  necessary . 
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-  9  ' 

Position  of  Key--$   (Use  "f"  finger) 


Lesson  6 


0(D®<D(D\©©®®®®00- 

^  ®®®®®\q  ®o®®  ® 


®®®©®\®®®©® 


®®®®®\®®®®®© 

Practise 

f4$f  f$$f  f4$$  $f4$  f4$f  f$f$  f4$$f  f$4f 
sell  $1  found  $10  take  $3  and  $9  give  $6 


There  is  no  space  between  the  dollar  sign  ($) 
and  the  figure. 


Position  of  Key--%  (Use  "f"  finger) 


©©®®® 
®®® 


® 


©®®®®®® 
©©®®®® 


®®®®®\®®®®® 


©  ®®®®®\®®®®©@ 


7 


Practise 

f5%f  f5%f  f%%f  f%%f  f5%f  f%%f  f%5%f  f%%f 
mail  5%  send  6%  find  475%  lend  15%  at  9% 


There  is  no  space  between  the  figures  and  the 
per  cent  sign  (%) 


55% 
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ASSIGNMENT  6-C-- Submit  for  Correction 

Type  the  following  sentences  on  a  fiill  sheet  of  paper.     Type  "Assignment 
6-C"  at  the  left  margin  on  line  25.     Return  three  times  after  the  heading. 
Set  your  line  space  regulator  on  2  for  double  spacing. 

Circle  your  errors.     Write  the  number  of  errors  in  the  right  margin. 
You  may  submit  this  assignment  with  SIX  or  fewer  errors. 

LIM  -  40 
SPACING  -  2 

Jeffrey  gave  h  to  Dennis  and  h  to  Diane. 
The  solution  is  either  98  1/2  or  99  1/3. 
They  will  send  20^2  feet  @  16c  per  foot. 
Send  $141  now  and  $141  at  a  future  date. 
When  they  add  7  &  4,  they  should  get  11. 
They  bought  350%  more  produce  this  year. 
Mr.  Smith,  our  agent,*  will  see  you  now. 

ASSIGNMENT  6 Submit  for  Correction 

In  the  answer  column,  circle  the  nimiber  that  correctly  answers  each  of 
the  following  questions. 

1.  How  many  spaces  follow  a  comma  in  the  middle  of 

a  sentence?  0     12  3 

2.  How  many  spaces  foUow  a  semicolon  in  the  middle 

of  a  sentence?  0     12  3 

3.  How  many  spaces  follow  a  colon  in  the  middle  of  a 

sentence  ?  0     12  3 

4.  How  many  spaces  follow  a  question  mark  at  the  end 

of  a  sentence?  0     12  3 

5.  How  many  hyphens  are  used  to  type  a  dash?  0     12  3 

6.  How  many  spaces  follow  a  hyphen  used  in  typing  a  dash?  0     12  3 

7.  How  many  spaces  come  between  the  dollar  sign  ($)  and 

the  following  figure?  0     12  3 

8.  How  many  spaces  come  before  the  apostrophe  (')?  0     12  3 
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9.     How  many  spaces  come  after  the  apostrophe  (') 
before  a  letter? 

10.  How  many  spaces  come  between  the  quotation  mark 
(")  and  the  word  it  encloses? 

11.  How  many  spaces  come  after  the  left  parenthesis 

and  before  the  right  parenthesis  ?    eg.  (ten,  to  be  exact) 

12.  How  many  spaces  come  between  the  per  cent  sign  (%) 
and  the  figure  it  follows? 

13  c     How  many  spaces  come  after  a  colon  used  to 
introduce  a  series? 

14.  How  many  spaces  come  between  a  whole  number  and 
a  fraction  typed  with  the  diagonal  (/)? 

15.  How  many  spaces  come  between  a  whole  number  and 
a  "key"  fraction  (such  as  ^)? 

16.  How  many  spaces  come  before  and  after  a  hyphen 
used  to  connect  two  parts  of  a  compound  word? 
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Lesson  6 


ERASING  ON  JOB  WORK 

No  doubt  you  have  noticed  that  in  the  earlier  lessons  of  this  course  you 
have  been  told  not  to  erase  when  typing  the  exercises  for  each  lesson.  From 
now  on  there  will  be  a  change  in  the  instructions  except  in  the  case  of  speed 
tests  or  timings  or  practice  work.     In  speed  test  work  erasures  are  never 
allowed. 


Now  that  you  have  learned  the  positions  of  the  keys  and  signs,  and  have 
had  some  practice  in  typing,  it  is  time  to  concentrate  upon  a  higher  degree  of 
accuracy.     Consequently,  Job  or  production  work  is  required.   When  practising 
Job  Production  exercises,  do  not  erase  your  copy  but  take  time  to  practise 
any  word  which  gives  you  difficulty.     Use  the  method  of  typing  the  word  before 
the  error,  the  corrected  word  and  the  word  following,  to  improve  your  accuracy. 
Then  you  are  ready  to  type  the  Job  Production  exercise  to  be  sent  in  for 
correction.     Erase  carefully  all  errors  in  this  last  copy  and  send  it  in  for 
correction  along  with  the  other  required  exercises. 

In  actual  office  practice  all  work  handed  to  the  employer  by  the  stenographer 
must  be  correct  the  first  time  it  has  been  typed,  or  it  must  first  be  corrected 
before  it  leaves  her  hands. 
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ERASING  TECHNIQUES 


Lesson  6 


You  may  use  any  one  of  the  following  to  erase  on 
production  work: 

1.  Typewriter  Eraser 

2.  Eraser  Tape 

3.  Correction  Fluid 

4.  Correction  Device  on  Typewriter 

(if  available) 

Please  note:    Erasing  is  not  permitted  in  timings c 
TYPEWRITER  ERASER 

1.  Use  a  typewriter  eraser,  not  a  pencil  eraser. 

2.  Be  sure  that  your  hands  and  the  eraser  are  clean. 

3.  Erase  the  error  with  a  slight  circular  motion. 

4.  Never  moisten  the  eraser. 

5o  After  correcting  the  error,  check:  is  the  error  hidden? 
ERASER  TAPE 

1.  Use  white  eraser  tape  on  white  paper  only.     Do  not 
use  it  on  newsprint  or  coloured  paper. 

2.  Use  the  tape  only  if  you  are  going  to  type  over  the 
error. 

3.  Don't  use  the  tape  for  more  than  three  letters  in  a  row. 

4.  After  correction,  check:    is  the  error  hidden? 


CORRECTION  TAPE 

1.  Use  white  fluid  on  white  paper  only.     Do  not  use  this 
on  newsprint. 

2.  Apply  the  fluid  lightly  and  quickly  to  the  outline  of  the 
letter  to  be  corrected.     Do  not  "paint"  the  fluid  onto  the 
paper. 

3.  Do  not  use  fluid  if  you  are  going  to  type  over  the 
correction.     Use  an  eraser  instead. 

4.  Check:     is  the  error  hidden? 


The  purpose  of  erasing  is 
to  conceal  th.e  error. 


Typewriting 


-   14  - 


Lesson  6 


WORD  DIVISION 

ASSIGNMENT  6-E--Submit  for  Correction 

READ  the  rule  and  the  example.     Then  TYPE  the  practice  sentences, 
single  spacing  them.     ERASE  your  errors.     Make  sure  that  erasing  is  done 
neatlv. 

Type  "Assignment  6-E"  on  line  19  of  a  full  sheet  of  paper.     Return  the 
carriage  three  times  after  the  title.     Leave  your  line  space  regulator  on  '1' 
and  return  twice  between  each  set  of  lines.     (For  example,  after  typing  the 
four  lines  pertaining  to  Rule  1,  return  twice  before  typing  the  words  pertaining 
to  Rule  2.) 

LBJE  -  50 
SPACING  -  1 


RULE  1; 


Rules  and  Exercises 

Divide  only  between  whole  syllables.  Consult  a  dictionary 
if  you  are  uncertain  regarding  syllabic  division. 

e.g.    prod-net^  not  pro-duct; 

knowl-edge,  not  know-ledge. 


TYFE: 


RULE  2; 


TYFE: 


depar-tures,  delin-quent,  clo-sures,  commen-surate 
compo-nents ,  aval-anche,  aus-pices,  circum-stances 

chlo-rine,  bur-dened,  nei-ther,  mus-tard,  blan-ket 
roast-ers,  bitu-minous,  descrip-tive,  respon-dents 

Divide  near  the  middle  of  a  word  if  possible. 

e.g.    pictur-esque^  not  pic-turesque 
repro-duce,  satis-fied,  scep-tical,  retro-spective 
proce-dures,  prof i-ciency ,  resub-mitted,  pre-vious 
hypo-dermics ,  repos-sess,  sand-paper,  resub-mitted 
pharma-cologists,  procras-tination,  incon-venience 


RULE  3; 


TYPE. 


Divide  after,  not  within,  a  prefix  such  as  anti-,  ante-, 
he-y  aon~y  de~,  ex-,  fore-y  in-,  intvo-.    You  may  write 
intvo-duce   but  you  should  not  divide  the  word  as  in-troduce. 

anti-dote,  de-fraud,  inter-vene,  pre-fer,  in-clude 

for-give,  dis-place,  in-quiry,  con-clude,  be-comes 

ex-tinct.   fore-cast,  intro-vert,  for-give,  de-lays 


Typewriting 
RULE  4: 


15  - 


Lesson  6 


TYPE, 


RULE  5; 


TTPEi 


RULE  6; 


TTPE: 


Divide  before,  not  within,  a  suffix.     A  suffix  is  a  com- 
bination of  letters  put  after  a  root  word  to  change  the 
meaning  of  the  root.     Common  suffixes  include  -ahle, 
'fullyj  -ihtey  -iate^  and  -ing»  You  may  type  wonder- fully , 
but  you  should  not  divide  the  word  as  wonderful-ly . 

dbsorp-tion,  aggvega-tion,  vutner-ahle ,  avoss-ings 
fioti-tious,  inexcus-able^  grammat-ical^  ceil-ings 
Qolla-ps-ihle,  harm- fully ^  remov-able,  circula-tion 

Divide  after  a  one- letter  syllable  in  the  middle  of  a 
word  unless  the  syllable  is  part  of  a  suffix.  Thus: 
sepa-rate;  not  sep-arate. 
But:  viS'ihle;  not  visi-ble. 

elimt-nated^  annexa-tions ^  edi-torsj  expendi-tures 
approxi-mate^  elabo-rate^  experi-ments ,  fr%vo~lous 
soli'taryj  ego-tist^  f ami-lies^  ene-nries^  gela-tin 

When  two  strongly  accented  vowels  appear  together, 
divide  between  them,  even  though  the  second  one  may 
be  a  one -letter  syllable .    You  may  type  radi-ator  but 
not  radia-tor. 

abhrevi-ated,  retro-active ,  aoqui-esce^  strenu-ous 
foli-age^  sali-ent^  sooi-ety,  tedi-ousy  curi-osity 
pedi-atria y  vctri-ance ^  the-ory^  tini-est,  situ-ate 


I 


I 
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Lesson  6 


COMPUTING  SPEED 


Step  1: 


Find  how  many  words  you  typed.     Every  five  strokes  counts  as 
1  word.     A  40-space  line  counts  as  eight  words;  two  lines,  16; 
three  lines,  24.     For  an  incomplete  line,  note  the  scale  above 
the  copy;  the  number  under  which  you  stop  is  the  number  of 
words  to  count  for  the  partial  line.     Thus,  if  you  reach  it  in 
line  3  below: 


16  +  5  =  21  words. 


1  2 
Dear 


the 


Jack: 
food. 


my  willet 


If 


8 


70U  MiXl  hilp  lES  pay  for 


we  might  tsss  a 


is  as  thin  as  a 


Mayba  we  ^  ill  irake  it  latir,     Right  now,  24 


part^  Friday 


16 


worn  pancake.  32 


Step  2: 


Divide  the  total  number  of  words  by  the  number  of  minutes  you 
typed. 


words 


minutes 

Example:  2_1  words 

2  minutes 


=  words  a  minute 


=  10  1/2  (round  up  to  11) 


words  a  minute  (warn) 
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ASSIGNMENT  6 -F-- Submit  for  Correction 

Please  complete  the  statements  found  below  this  paragraph.     Notice  that 
some  examples  have  been  given.     The  scale  above  the  copy  marks  off  the  five- 
stroke  zones  that  count  as  words. 

5-STROKE 

1       2       3       A       5       6       7       8  WORDS 
Dr.  Hale  asked  us  to  go  out  to  see  Jeff.  8 
Jeff  had  a  fall.     He  hurt  his  right  leg.  16 
So,  three  of  us  took  Jeff  a  little  gift.  24 
He  told  us  he  liked  it;  I  liked  it,  too.  32 

(1)  In  discussing  speed  warn  means    .  yy^^diyt,^pLdJ  .^/rrh/y7^^^.^^y  

(2)  In  measuring  typing  speed  five  strokes  (letters,  punctuation  marks,  figures, 
spaces,  etc.)  count  as  a   


(3)  The  number  of  5 -stroke  words  typed  to  the  end  of  the  first  line  of  the 

paragraph  is   .     The  number  of  5- stroke  words  typed 

from  the  beginning  of  the  paragraph  to  the  end  of  the  third  line  is 

 .     In  the  paragraph  there  are   

5 -stroke  words. 

(4)  The  Scale  from  1  to  8  above  the  first  line  of  the  paragraph  marks  off 
the  5- stroke    that  count  as  words. 

(5)  Zones  are  useful  in  determining  the  number  of  words  you  may  count  for 

an    line.    Note  the  scade  above  the  copy.  The 

number  under  which  you  stop  typing  is  the  number  of   


to  count  for  the  partial  line.     If  you  reach  "of"  in  the  third  line  you 

count    words.     Divide  the  words  by  the  number  of  minutes  you 

typed.     If  you  typed  for  two  minutes  your  speed  in  one  minute  would  then 

be    wam.     (Use  the  nearest  whole  number  to  express  rate  of 

speed.) 
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(6)  If  you  type  the  letter  "g*'  in  the  word  "right"  in  line  2  of  the  paragraph 

you  count   +    =   words  in  a  1- minute 

test.     Your  speed  in  one  minute  would  then  be  15  wam» 

(7)  If  you  finish  typing  the  word  "little"  in  line  3  of  the  paragraph  in  two 

minutes,  you  count    +    =   words  in  a  2- 

23 

minute  test.     Your  speed  in  one  minute  would  be  —  =  11.5  or  12  warn. 

(8)  If  you  finish  typing  the  word  "liked"  ending  in  zone  7  in  line  4  of  the 

paragraph  in  three  minutes  you  count    +    =   

words  in  a  3'-niinute  test.     Your  speed  in  one  minute  would  then  be 
—  =  10.3  or  10  warn. 

(9)  If  you  type  to  the  first  "o"  in  the  word  "too"  in  line  4  of  the  paragraph 

in  three  minutes  you  count    words  in  a  3-minute  test.  Your 

32 

speed  in  one  minute  would  then  be  —  =  10.7  or  11  wam. 
(10)    If  you  finish  typing  the  material  before  time  is  called,  double  space  and 
start  again  from  the  beginning.     If  you  finish  typing  the  word  "out"  in 
line  1  as  well  as  the  whole  paragraph  in  a  3-minute  test  you  count 

________  +  ^_   =  ______  words.     Your  speed  would  then  be 

  =  or  wam. 
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SPEED  TESTS 


Lesson  6 


By  practising  all  the  1-minute  timings  and  the  lines  for  speed  and  accuracy 
assigned  in  each  lesson,  you  will  be  prepared  for  the  timed  speed  test  work 
discussed  on  the  following  pages. 

From  Lesson  6  to  the  end  of  the  course  you  will  be  required  to  type  timed 
tests  to  send  in  for  correction,  varying  in  length  from  one  to  five  minutes. 
At  school  your  teacher  or  some  student  will  be  able  to  time  these  tests  for 
you.    At  home  some  member  of  your  family  can  easily  give  you  this  service » 
See  the  introduction,  page  viii  of  this  course  with  regard  to  timings. 

Before  attempting  any  speed  test  exercises  which  are  to  be  sent  in  for 
correction,  study  the  General  Instructions  which  follow  and  the  EXAMPLE  on 
page  20  of  this  lesson. 

General  Instructions  for  Typing  Speed  Tests 

1.  Before  typing  any  speed  test  do  the  warm-up  exercises  required. 

2.  Use  one  whole  page  for  any  1-,  2-,  3-minute  speed  test  exercise. 

3.  Use  the  length  of  line  suggested  in  the  speed  test  paragraph  assigned 
unless  requested  to  use  a  longer  line. 

4.  Use  the  spacing  given  in  the  lesson.     In  early  timed  writings,  we  will 
use  double  spacing  for  ease  of  proofreading.     In  later  lessons,  we  will 
use  single  spacing. 

5.  If  you  type  all  of  the  paragraphs  assigned  and  still  have  time  left,  begin 
the  paragraph  again  and  type  until  the  time  is  up.     Remember,  however, 
to  return  the  carriage  twice  or  use  double  spacing  before  repeating  the 
paragraph. 

6.  You  are  allowed  ONE  error  in  a  one- minute  test.     TWO  errors  in  a  two- 
minute  test,  and  THREE  errors  in  a  three -minute  test. 

7.  No  strikeovers  or  erasures  are  allowed  in  these  tests. 
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Detailed  Instructions  for  Typing  Speed  Tests 

(See  EXAMPLE  on  page  21  of  this  lesson.) 

1.     Leave  about  seven  spaces  at  the  top  of  the  page  and  then  type  in  the  title, 
as  for  example,  One-Minute  Speed  Test. 

2»     Type  in  the  exercise  number  on  the  left-hand  side  of  the  page  about  two 
spaces  below  the  heading. 

3.  Type  in  "Words  a  Minute"  about  four  spaces  below  the  One-Minute  Speed 
Test  title;  then  return  the  carriage  twice  and  type  in  the  Correct  and  1 
Error  headings  as  shown  in  the  EXAMPLE. 

4.  Space  down  about  seven  or  eight  lines  below  the  headings  to  enter  the 
resiiLts  of  the  test. 

5.  Set  the  left  and  right  margin  stops  for  the  length  of  line  required.     In  the 
case  of  the  EXAMPLE  a  50- space  line  was  used« 

6.  Return  the  carriage.     Check  your  posture.    Now,  you  are  ready  to  begin 
the  first  1-minute  timed  test. 

7.  Type  for  exactly  the  time  specified.     Stop  immediately.     Briefly  inspect 
your  work  to  see  whether  or  not  the  test  is  valid,   space  down  four  or 
five    times  and  get  ready  for  the  second  timing.    Again  type  for  exactly 
the  time  specified,  briefly  inspect  your  work,  space  down  four  or  five 
times  and  take  the  third  timing.     Repeat  this  procedure  for  the  number 
of  tests  you  are  required  to  take  for  a  particular  exercise. 

8.  When  you  have  completed  all  the  valid  speed  tests  required,  write  in 
under  each  test  the  number  of  words  typed  and  the  number  of  words 
typed  a  minute  as  shown  in  the  EXAMPLE. 

9.  Now  enter  under  the  Correct  heading  your  speed  in  words  k  minute  (WAM) 
only  if  the  test  is  correct.     If  there  is  one  error  in  a  1-minute  test,  enter 
the  speed  of  the  test  under  the  1  Error  heading.     If  there  is  more  than 
one  error  in  the  1-minute  test  it  is  invalid  and  should  be  repeated.  For 
example,  if  you  typed  18  words  a  minute  and  had  no  errors,  you  would 
put  18  under  the  Correct  heading.     If  you  typed  18  words  a  minute  and 
had  one  error  you  would  put  18  under  the  1  Error  heading. 

10.     In  typing  a  2 -minute  speed  test  your  error  heading  would  read  1  or  2 

Errors  and  you  would  enter  your  speed  in  this  column  if  you  had  one  or 
two  errors.     If  you  were  typing  a  3 -minute  speed  test  your  error  heading 
would  read  1,  2  or  3  Errors,  and  you  woiiLd  enter  your  speed  in  this 
column  if  you  had  one,  two  or  three  errors.     If  your  2-  or  3 -minute  test 
was  correct  the  speed  would  be  entered  under  the  Correct  heading,  of  course. 

11      In  computing  all  speed  test  work  use  the  numbers  under  "WORDS"  at  the 
right-hand  side  of  all  1-,  2-,  and  3-minute  timings. 
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One- Minute  Speed  Test 


Lesson  6 


ASSIGNMENT  6-G 


Words  a  Minute 


Correct 


1  Error 


19 


18,  18 


There  are  those  who  say  that  all  is  not  well 


with  the  young.  Qls^is  said  they 
No,  of  words  =  10  +  8  18 
No.  of  words  a  minute  =18 

There)  are  tho"&<who  say  that  all  is  not  well 


There  are  those  who  say  that  all  is  not  well 
with  the  young.     It  is  said  they  do  not  want 
No.  of  words  =  10  -h  9  =  19 
No.  of  words  a  minute  =19 

There  are  those  who  say  that  all  is  not  well 
with  the  young.     It  isTsiadJthey  do  not 


said  they  do  not 


No.  of  words  =  10  +  8  =  18 


No.  of  words  a  minute  =18 
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ASSIGNMENT  6-G- -Submit  for  Correction 


Lesson  6 


Do  the  warm-up  lines  below,   and  then  take  three  VALID  one- minute 
timings  on  the  paragraph.     A  VALID  timing  will  have  only  ONE  error  for  a 
one-minute  test. 


LINE  -  50 
SPACING  -  2 


was  joy  fixed  queen  prize  black  vexed  might  bright 
Is  Carl  right?  He  thinks  so,  but  what  do  you  say? 
A  bad  start  on  the  set  was  caused  by  this  old  oil. 
In  fact,  I  was  served  well  by  the  car  at  the  base. 

ONE- MINUTE  SPEED  TEST 

There  are  those  who  say  that  all  is  not  well 
with  the  young.  It  is  said  they  do  not  want  jobs 
and  have  lost  part  of  their  zest  for  life;  but  is 
this  true?     I  am  sure  it  is  not  so. 

I        2        3        4        5        6        7        8  910 


WORDS 
10 

20 

ZO 

37 


REMINDER:    You  must  submit  three  VALID  timings,  each 
timing  must  have  no  more  than  one  error. 
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AS:S1GNMENT  6-Ii- -Submit  for  Correction 

Do  the  warm-up  lines  below,  and  then  take  three  VALID  one -minute 
timings  on  the  paragraphs.     (Limit  of  one  error.) 

LINE  -  50  Don  Pugh  will  have  Jay  Black  freeze  my  six  quarts. 

SPACING  -  2 

If  the  work  is  right,  both  men  may  sign  the  forms. 
If  the  pay  is  right,  may  Kit  and  I  work  with  them? 
The  rate  charged  was  far  more  than  I  cared  to  pay. 

WORDS 

If  I  had  the  quick  wit  and  the  drive  of  some  10 
of  them,  I  would  try  some  big  things.  He  who  has  20 
good  wit  and  zeal  will  be  the  one  to  do  the  great  30 
things  that  are  to  be  done  in  the  next  few  years.  40 
What  things  will  you  do?  45 
123456789  10 


REMINDER;     Three  VALID  timings  are  required.  Each 
timing  must  have  no  more  than  one  error. 
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ASSIGNMENT  CHECK  {  J  ) 

Check  off  each  of  the  following  as  you  insert  it  in  the  envelope  for 
mailing. 

ASSIGNMENT  6 -A- -Alignment,  page  3   

z\SSIGNMENT  6-B--Typing  Figures  or  Words 

page  4   

ASSIGNMENT  6-C-- Typed  Exercise,  page  10   

ASSIGNMENT  6 -D-- Spacing  after  Punctuation 

pages  10  and  11   

ASSIGNMENT  6-E--Word  Division,  pages  14 

and  15  

ASSIGNMENT  6 -F-- Computing  Speed,  pages  17 

and  18   

ASSIGNMENT  6 -G- -One- Minute  test,  page  22   

ASSIGNMENT  6 -H-- One -Minute  test,  page  23   


CHECK:     1.    Assignment  6-G  and  6-H  must  have 

three  valid  timings  in  each  assignment. 

2.     Name,  Date  and  Assignment  number 
must  appear  on  all  assignment  pages. 


End  of  Lesson  6 
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ALBERTA  CORRESPONDENCE  SCHOOL 
MAILING  INSTRUCTIONS  FOR  CORRESPONDENCE  LESSONS 


1.   BEFORE  MAILING  YOUR  LESSONS,  PLEASE  SEE  THAT: 

(1)  All  pages  are  numbered  and  in  order,  and  no  paper  clips  or  staples  are  used. 

(2)  All  exercises  are  completedo  If  not,  explain  why. 

|3)  Your  work  has  been  re-read  to  ensure  accuracy  in  spelling  and  lesson  details. 

(4)  The  Lesson  Record  Form  is  filled  out  and  the  correct  lesson  label  is  attached. 

(5)  This  mailing  sheet  is  placed  on  the  lesson. 


2.   POSTAGE  REGULATIONS 

Do  not  enclose  letters  with  lessons. 
Send  all  letters  in  a  separate  envelope. 


3.   POSTAGE  RATES 

First  Class 

Take  your  lesson  to  the  Post  Office  and  have  it  weighed.  Attach  sufficient  postage  and  a 
green  first-class  sticker  to  the  front  of  the  envelope,  and  seal  the  envelope. 
Correspondence  lessons  will  travel  faster  if  first-class  postage  is  used. 


Try  to  mail  each  lesson  as  soon  as  it  has  been  completed. 


When  you  register  for  correspondence  courses,  you  are  expected  to  send  lessons  for 
correction  regularly.  Avoid  sending  more  than  two  or  three  lessons  in  one  subject  at  the 
same  time. 
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SPECIAL  CHARACTERS 

Some  of  the  following  characters  will  not  appear  on  your  typewriter.  In 
order  to  make  them,  follow  these  directions: 

=      Equal  sign  6-2=4 

Type  the  hyphen;  backspace;  use  the  line  space  release;  roll  the  paper 
down  slightly;  type  the  hyphen  once  more. 

Minus  sign  4-1=3 
Type  the  hyphen  with  a  space  before  and  after, 

+      Plus  sign  4+1  =  5 

Type  the  hyphen;  backspace,  roll  the  paper  upward  slightly;  type  an 
apostrophe. 

X      Multiplication  sign  4x2  =  8 

Type  the  small  "x"  with  a  space  before  and  after  it. 

■r     Division  sign  4+2  =  2 

Type  the  hyphen  lightly;  backspace;  type  the  colon  lightly. 

Degree  Sign  latitude  15°;  35°C 

Roll  the  paper  downward  slightly;  type  the  small  "o", 

"      Ditto  January  10 

15 

Use  the  quotation  marks. 

the 

Caret  I  saw /girl 

Type  the  diagonal;  backspace;  type  the  underscore 


-  2  -  Lesson  7 


)       Divide  into  45)5680 

Type  the  right  bracket;  turn  down  the  paper  slightly  and  type  the  under- 
score. 


Square  root  V 

Type  the  lower  case  "v";  backspace  and  t3^e  the  diagonal;  roll  down  the 
paper  and  type  the  underscore. 


(       Left  brace 
( 

Two  left  parentheses,  typed  one  above  the  other. 


)      Right  brace 
) 

Two  right  parentheses,  typed  one  above  the  other. 


£      Pound  Sterling 

Type  the  capital  "L"  and  then  type  the  small  letter  "f"  over  top  of  it 

[  ]    Square  Bracket  /~  ~l 


Type  the  diagonal;  backspace  cuid  type  an  underscore;  backspace  again 
and  roll  the  platen  towards  you  and  type  the  top  underscore. 
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ASSIGNMENT  7 -A- -Submit  for  Correction 

SPACING  BEFORE  AND  AFTER  SYMBOLS, 
FRACTIONS,  and  PUNCTUATION  MARKS 

Type  each  line  below  once.     Double  space  between  lines.     You  must 
'         decide  on  the  correct  spacing  before  and  after  each  symbol,  fracticn,  or 
punctuation  mark. 

I       LINE  -  60  Order  #6249will  total  $183 .75(lessl0%). 

SPACING  -  2 

His  two-part  article,   "Atomic  Dangers,"  arrived. 

Dr,  Poe--the  well-known  judge--will  speak. 

DidnH  the  stock  sell  for  9  3/8  today? 

Is  Dr.  B.M.Brown  here?If  he  is,  please  call  him. 

Set  a  high  goal;work  for  it, and  gain  it! 

Hurrah  !My  application  was  accepted. 

They  finished  in  the  following  order:Rose,Lee,and  Joe. 
Chas.  T. Bonguard  arrived  in  Ottawa  at  6 :20a. m, 
"One  man's  meat  is  another  man's  poison,"  he  said. 
The  firm  of  White  &Sons  ordered  8sheets  @$3.75. 
Theywill  sell  a  I0%share  for$500  and  a  20%share  for  $900. 
It  must  be  at  least  25* C  in  the  shade  today! 
He  spent  £15  while  he  was  in  London 
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TABULATION 

Steps  in  Tabulating 

1.  Clear  all  Tab  Stops. 

2.  Set  a  50- space  line. 

3.  Set  3  tab  stops — every    15  spaces  except  for  column  4  (16  spaces). 

A  A  A 

MAEGIN  -h  15        TAB        -hi  5         TAB       -hi  6  TAB 

4.  Set  line  space  regulator  on  "2"  for  double  spacing. 

5.  Type  the  following  twice. 

the  tab  and  tab  work  tab  ^  with 
sit  did  then  wish 

end  due  when  turn 

ASSIGNMENT  7-B°"Submit  for  Correction 

Use  the  same  tabs  as  above  (every  15  spaces)  type  the  following.  Use 
full  sheet  of  paper.     Type  "Assignment  26  spaces  from  the  top  of  the 

page  at  the  left-hand  margin.  Return  your  carriage  three  times  and  begin 
typing. 

Erase  your  errors  neatly.     Single  space  and  double  space  every  three 
lines  as  shown  in  the  assignment. 


LINE  -  50 
SPACING  -  1 
TABS  -•  15 

Margin     -hi  5      Tab       -hi  5         Tab       -hi  6  Tab 


7  A  A  A 

fur  fun  gun  guy 

buy  but  hut  hum 

ham  jam  jaw  law 

low  box  SOX  six 

mix  mid  did  led 

lad  fad  fat  sat 

set  pet  pit  pin 

kin  ken  ten  tin 

tic  tac  tap  tip 


Typewriting 
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ASSIGNjVIENT  7-C--Submit  for  Correction 

Remove  all  tab  stops.     Set  a  new  line  length  of  70  spaces.     Set  tab  stops 
so  that  there  will  be  six  spaces  between  each  column. 

For  example,  space  over  twice  for  the  letters  in  'of  and  space  she  more 
times  for  the  spaces.     Therefore,  your  tab  is  set  8  spaces  past  the  left  margin. 

of 123456wasl23456the 

Type  "Assignment  7-C"  26  spaces  from  the  top  of  the  page  at  the  left- 
hand  margin.     Return  your  carriage  three  times  and  begin  to  type. 

Erase  your  errors  neatly.     Single  space  and  double  space  every  three 
lines  as  shown  in  the  assignment. 

LINE  -  70 
SPACING  -  1 


of 

was 

the 

far 

and 

now 

car 

can't 

to 

his 

but 

has 

men 

saw 

can 

won' t 

as 

few 

and 

can 

had 

you 

won 

isn't 

88 

188 

184 

144 

141 

148 

188 

18844 

44 

448 

442 

482 

484 

444 

442 

44284 

84 

842 

844 

244 

444 

442 

482 

48241 

in 

red 

you 

say 

ray 

may 

day 

sweet 

we 

him 

get 

set 

wed 

led 

fed 

bread 

up 

saw 

kin 

wet 

mum 

nun 

nil 

joint 

Typev/ritmg 
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ASSIGNIMENT  7-D- -Submit  for  Correction 


Remove  all  tab  stops.     Set  your  margins  for  a  50- space  line.     Set  a  tab 
stop  17  spaces  from  the  left  margin  and  another  an  additional  19  spaces  for 
the  first  tab  stop. 


V 

Margin 


+17 


A 

Tab 


+19 


A 

Tab 


Use  a  full  sheet  of  paper.    Type  "Assignment  7-D"  at  the  left  margin  27 
lines  down  from  the  top.    Return  your  carriage  three  times  and  begin   to  type 

Using  the  rules  you  learned  in  Lessons  5  and  6  on  word  division,  type 
each  word  with  a  hyphen  at  the  ONE  BEST  place  to  divide  the  word.  The 
first  line  has  been  done  for  you. 


Erase  your  errors  neatly.     Single  space  as  shown  in  the  assignment. 


Lim  "  50 
SPACING  -  1 
SPACES  BETWEEN 
COLUMNS  -  7 


reluc-tant 

adjacent 

evident 

pleasant 

introvert 

straight 

magician 

humorous 


f eas-ible 

brilliant 

dimension 

miniature 

secretary 

respectably 

forecast 

mailable 


Y.M.C.A. 

750,000,000 

repetition 

agree 

fifty 

antecedents 

aboard 

revision 
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ASSIGNMENT  7-E-- Submit  for  Correction--Ci  rcling  Errors 

a.  Circle  the  errors  in  the  following  selection. 

b.  In  the  ansv/er  column  draw  a  circle  around  the 
number  of  errors  you  should  count  in  each  line. 


Follow  these  stpes  in  prof  reading  a  type- 
type- written  leter,     Always  proofread  befoer 

removing  the  leter  form  the  machine  . 

1.  Check  the  appearance  of  the  letter: 
Does  it  follow  a  unifrom  style  ?    Are  the 
the  margins  even?    Are  there  smugges  of 
messy  erasures? 

2.  Check  the  acuracy  of  the  address:  Is 
it  the  address  of  the  person  to  shom  the  letter 
is  written?    Did  your  include  a  title  of  respect 
before  the  name  person's? 

3.  Check  the  salutation:    Is  it  in  keeping  with 
the  address? 

4.  Check  the  material  in  hte  body  the  of 
leter:    Is  the  messageclear  ?    Are  all  amounts 
and  other  figure  correct? 

5.  Check  the  snetence  structure  and  theuse 
of  words  :    Does  the  letter  make  good  sense? 
Is  the  punctuation  correct  ?    Are  the  words 
used  and  apelled  corrected?    Are  there  any 
uncorected  typing  errors? 

6.  Check  the  closing:  Have  you  included 
all  the  necessary  information?  Did  you  leave 
enough  space  for  the   ?     Did  you  note  enclosures? 

I 


Lesson  7 


Answer  Column 


0 

1  2 

0 

1  2 

3 

0 

1  2 

3 

0 

1 

3 

0 

1  2 

3 

0 

1  2 

3 

0 

1  2 

3 

0 

1  2 

3 

0 

1  2 

3 

0 

1  2 

3 

0 

1 

3 

0 

1  2 

3 

0 

1  2 

3 

0 

1  2 

3 

0 

1  2 

3 

0 

1  2 

3 

0 

1  2 

3 

0 

1  2 

3 

0 

1  2 

3 

0 

1  2 

3 

0 

1  2 

3 

0 

1  2 

3 

0 

1  2 

3 

0 

1  2 

3 

Typewriting 
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IvIAiONG  LINE-ENDn>JG  DECISIONS 

Insert  this  page  in  your  typewriter.     Read  each  question  carefully.  Type 
the  answer  in  the  blanks.     Then  return  your  carriage  twice  to  check  your 
answer. 


Read 

To  help  you  keep  a  straight  right-hand  margin,  your  typewriter  has  a 
margin  stop  that  locks  the  keys  when  the  carriage  reaches  it.     It  also  has  a 
signal  bell  that  rings  when  the  carriage  is  a  few  spaces  from  the  margin  stop. 
TYPE  the  word  needed  to  complete  each  sentence. 

1.  The  use  of  the  right-hand  margin  stop  and  its  warning  bell 
is  to  help  you  keep  a  straight  right-hand   ^, 

margin 

2.  When  you  reach  the  margin  stop  it  locks  the  • 

keys 

3  c     To  let  you  know  that  you  are  coming  close  to  the  margin 
stop,  a  warning  _______  rings  a  few  strokes  before  the 

stop, 

beU 

Most  lines  do  not  end  evenly  with  the  right  margin.     Only  when  material 
is  especially  written,  as  it  has  been  up  to  this  point  in  the  course,  do  lines 
end  evenly  with  one  another c     The  typist  has  to  make  the  lines  end  near  the 
line- end  point.     The  line  should  end  four  spaces  before  or  four  spaces  after 
the  line-end  point.     For  example,  if  you  want  the  lines  to  end  at  70,  they 
should  end  between  70  -  4  =  66  and  70  +  4  =  74.     Spaces  66-74  are  the  "line- 
ending  zone"  when  the  line  end  is  70. 

4.     The  line-ending  zone  is    spaces  before  or  after 

the  line-end  point. 

four 

Most  lines  will  end  right  at  or  a  little  past  the  line- end  point.    If  the  right- 
hand  margin  were  set  exactly  at  the  line-end  point  you  would  have  to  use  the 
margin  release  key  for  every  line  that  reached  or  went  past  that  point.  Therefore, 
we  should  move  the  right  margin  stop  an  additional  five  (5)  spaces  to  the  right, 
^his  will  reduce  the  use  of  the  margin- release  (MR)  key. 


Typewriting 
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5.  If  you  set  the  right  margin  at  exactly  the  line-end  point, 
you  will  often  have  to  use  the  margin-   key. 

release 

6.  You  can  reduce  the  use  of  that  key  by  moving  the  right 
margin  stop  an  extra   spaces  to  the  right. 

five. 

On  most  machines  the  bell  rings  seven  or  eight  spaces  before  the  margin 
stop  locks.  However,  you  moved  the  stop  five  spaces  past  the  line-end  point. 
Actually,  you  have  only  two  or  three  spaces  before  reaching  the  line-end  point. 

For  example,  if  the  Bell  rings  just  as  you  begin  to  type  "esam",  you  will 
only  be  able  to  finish  typing  "exam"  before  the  machine  locks. 

Go  ^ 

S  O 

r-k 

The  exam  will   

Return  your  carriage  after  typing  ►  The  exam 

In  the  following  indicate  the  point  at  which  you  shoiild  return  the  carriage. 
The  answer  appears  at  the  right « 

Co     ^  ^ 
3  O 

Do  you  have  a   

Do  you  have 

Co  C^i  . 

3  O 

Several  people   

Several 

Co  <^ 

3  O 

The  auction  prices  were  

The  auction  prices 


Sometimes  you  will  have  to  divide  a  word  at  the  end  of  the  line  so  that  the 
"■ght  margin  will  end  evenly.     Follow  the  rules  given  for  word  division  in 
previous  lessons  when  you  must  divide  a  word. 


Typewritmg 
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Position  of  Key--AIargin  Release 


Lessen  7 


The  margin- release  key    MR    allows  you  to 
type  beyond  the  margin.     On  some  machines  the 
MR  is  operated  by  the  little  finger.     To  type  outside 
the  right  margin  after  the  carriage  is  locked,  depress 
the    MR    key  and  continue  typing. 


Typewriting 
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TYPING  ON  LINES 


The  variable  line  spacer  is  used  for  typing  copy  on  a  line.  If  it  is 
depressed  one  can  turn  the  platen  freely.     In  order  to  type  on  lines: 


(a)  depress  the  variable  line  spacer. 

(b)  turn  the  plarten  until  the  line  just 
disappears  below  the  alignment 
scale . 

(c)  Make  sure  the  paper  is  straight 
all  the  way  across. 


(d)     The  typed  material  should  appear 
slightly  above  the  typed  line. 


GOOD 

Jeremy  Baker 


POOR 
 Joromy  Bako 

Jeremy  Baker 


Typewriting 
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ASSIGNIVIENT  7-F--Submit  for  Correction 

Type  in  the  blanks  with  an  appropriate  conclusion  to  the  following  sayings. 
Each  of  these  is  a  proverb  with  a  well-known  ending.     However,  you  may 
wish  to  compose  your  own  ending.     Erase  and  correct  your  typing  errors. 

1.  Out  of  sight,  out  of  

2.  Rome  wasn't  built  in  

3.  Birds  of  a  feather  

4  .  A  stitch  in  time  

5.  The  early  bird  ..  

6.  Silence  is  ^  

7.  You  can't  tell  a  book  

8.  When  the  cat's  away,  ■  

9.  Like  father,  like  .  

10.  Never  look  a  gift  horse  ______^  

11.  Don't  put  all  your  eggs  in  ^  

12.  Early  to  bed,  early  to  rise  makes   


13.  Don't  count  your  chickens  ,  

14.  When  the  horse  has  been  stolen,  the  fool 

15.  A  bird  in  the  hand  is  .  


Typewriting  -  13  -  Lesson  7 

ASSIGNIV'IENT  7 -G- -One- Minute  Speed  Test 

Practise  the  warm-up  lines  given  below.     Then  t3rpe  THREE  valid  one- 
minute  timings.     (A  valid  timing  will  have  no  more  than  ONE  error.)  Use 
the  format  you  used  in  Lesson  6  (an  example  is  done  for  you  on  page  12  of 
this  lesson). 

LINE  -  50  Jip  has  two  men  who  can  fix  the  old  car  you  have, 

SPACING  ~  2         He  quickly  extinguished  the  most  dangerous  blaze. 

Abbot  ably  photographed  Phil  at  a  Legion  session. 

Verne  is  not  to  know  that  Lily  has  only  one  veto. 

ONE-MINUTE  SPEED  TEST— THREE  VALID  timings 

WORDS 


The  two  men  went  with  me  down  the  long  road,  10 

and  in  no  time  at  all  we  had  reached  the  lake  and  20 

found  the  path  up  to  the  spring.     We  had  made  the  30 

hike  in  less  than  two  hours;  the  day  was  fine  for  40 

it,  mild  and  cool,  and  the  three  of  us  felt  fine.  50 
123456789  10 


CHECK:    Do  you  have  three  VALID  timings.  Each  timing  should  have 
no  more  than  one  error. 
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ASSIGNMENT  7-H--QNE  MINUTE  SPEED  TEST- -THREE  VALID  timings 

Type  THREE  valid  one- minute  timings.  (A  valid  timing  will  have  no  more 
than  ONE  error.)    Use  the  format  you  used  in  Lesson  6  (an  example  is  done 

for  you  on  page  15  of  this  lesson).  words 

LINE  -  50                         We  had  a  snack  at  the  spring  and  then  picked  10 

SPACING  -2             up  our  guns  and  went  on  down  the  path.     We  looked  20 

high  and  low  for  signs  of  game,  but  the  birds  had  30 

seen  us  and  screamed  at  us  all  the  while,  so  that  40 

what  game  there  might  have  been  near  the  lake  hid  50 

from  us  or  took  to  its  heels.     We  called  it  a  day  60 

and  turned  back  home.     We  had  not  fired  one  shot,  70 

1        2        3        A        s        6        7        8        9  10 


CHECK:    Do  you  have  three  VALID  timings. 

Each  timing  should  have  no  more 
than  one  error. 
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(EXAMPLE) 
One -Minute  Speed  Test 

Assignment  7-G 

Words  a  Minute 
Correct  1  Error 


The  two  men  went^it^th  me  down  the  long  road, 
and  In^not)  time  at  all  we  li^  reached  the  lake  and 


found  the^parthjup  to  the  spring, 

The  two  men  (^en^  with  me  down  the  long  road, 
and  in  no  time  at  all  we  had  reached  the  lake  and 
found  the  path  up  to  the  spring. 

The  two  men  went  with  me  down  the  long  road, 
and  in  no  time  at  all  we  had  reached  the  lake 

O 

and  found  the  path  up^the  spring. 

The  two  men  went  with  me  down  the  long  road, 
and  in  no  time  at  all  we  had  reached  the  lake 
and  found  the  path 
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ASSIGNMENT  CHECK  (v/) 

Check  off  each  of  the  following  as  you  insert  it  in  the  envelope  for 
mailing. 

ASSIGNMENT  7-A--Spacing,  page  3  

ASSIGNMENT  7 -B— Tabulation,  page  4  

ASSIGNMENT  7 -C-- Tabulation,  page  5 

ASSIGNMENT  7 -D— Tabulation,  page  5   

ASSIGNMENT  7-E--Circling  Errors,  page  6   

ASSIGNMENT  7-F--Sentence  Completion,  page  10   

ASSIGNMENT  7-G-"Speed  Test,  page  13  ^  

(Three  VALID  timings) 

ASSIGNMENT  7-H--Speed  Test,  page  14 

(Three  VALID  timings)   


End  of  Lesson  7 
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ALBERTA  CORRESPONDENCE  SCHOOL 
MAILING  INSTRUCTIONS  FOR  CORRESPONDENCE  LESSONS 


1.   BEFORE  MAILING  YOUR  LESSONS,  PLEASE  SEE  THAT: 

(1)  Ail  pages  are  numbered  and  in  order,  and  no  paper  clips  or  staples  are  used. 
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Send  all  letters  In  a  separate  envelope. 


3.   POSTAGE  RATES 

First  Class 

Take  your  lesson  to  the  Post  Office  and  have  it  weighed.  Attach  sufficient  postage  and  a 
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When  you  register  for  correspondence  courses,  you  are  expected  to  send  lessons  for 
correction  regularly.  Avoid  sending  more  than  two  or  three  lessons  in  one  subject  at  the 
same  time. 
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Lesson  8 


HORIZONTAL  CENTERING 


In  order  to  center  something  on  the  page  you  must  put  half  of  it  on  either 
side  of  center. 


HORIZO.NTALLY 

I  234S6|l  23456 

center 

Horizontal  Center 


In  Lesson  1,  you  located  the  horizontal  center  of  your  paper.  (On 
many  machines  the  center  coincides  with  50  on  the  printing  scale.) 


2  a     Steps  in  Centering 

A.  Move  the  margins  to  the  outer  edges  of  your  typewriter. 

B.  Clear  Tab  Stops 

C.  Set  one  tab  at  center 

D.  Tab  to  center 

E.  Locate  the  backspace  key.     It  is  usually  found  on  the  left-hand  side 
of  your  machine  marked  either  as  |Ja« 

F.  Spell  the  line  as  you  backspace  once  for  each  two  strokes.     As  you 
backspace,  say  the  strokes  in  pairs.     (Use  the  thumb  to  backspace.) 


For  example,  center  the  following: 

CHESS  AND  CHECKER 


TAPE  ON 


TAPE  OFF 


1.  Tab  to  Center 

2.  SAY  the 
letters 
in  pairs 
as  you 

3 .  BACK- 
SPACE 
ONCE 
for  each 
pair. 


CH 


Co 

o 


ES 


CO 

ft 


S  space 


o 


AN 


D  space  CH  EC 


CO 

a 

Q 


Co 
ft 

O 


CO 

a 


KE 


Co 

a 


X 


CO 

Co  a 

Co 


typewriting 
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Type  the  line  at  the  poiQt  at  which  you  stopped- -Chess  and 
Checker 


5  c     Remove  the  paper  from  the  machine » 

6.     Check  for  Center--Crease  the  paper  lightly  in  half, 
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Lesson  8 


CENTERING  COLUMNS 


Jane  Morris 
Gerald  Armstrong 
Pierre  Dupms 


Bowden,  Alberta 

Quyon,  Quebec 

Blue  Quill,  Saskatchewan 


1.  To  center  a  columnar  exercise  pick  out  the  longest  item  in  each  column. 

-  In  the  example  the  longest  item  in  column  one  is:    Gerald  Armstrong; 
in  column  two  it  is  Blue  Quill,  Saskatchewan. 

2.  Decide  how  many  spaces  to  leave  between  columns--one  usually  leaves 
five  or  sl^  spaces. 

3.  Move  the  carriage  to  the  center. 

4.  Backspace  once  for  every  two  spaces  in  the  longest  line. 

Set  left  margin. 

5.  Add  the  same  number  of  spaces  to  the  right  hand  side. 

-  For  example,  if  center  was  50,  and  you  backspaced  to  35,  add  15 
spaces  to  50  and  set  the  right  margin  at  65 


5  35 


15 


-^50^ 


15 


65 

-  < 


6.     To  get  the  tab  stop,  space  over  ONCE  for  EVERY  letter  and  space  in  the 
.  longest  line  of  the  first  column  and  add  six  spaces. 

r al4  A  r i^g^^spaith,  [  .  3  ^  5  ^  6 

ASSIGNMENT  8-A--Submit  for  Correction 


Center  each  of  the  following  words  single- spaced  underneath  each  other. 
Use  a  full   sheet  of  paper  and  begin  30  lines  from  the  top.     Before  you  start 
typing  make  sure  that  your  page  in  inserted  at  center,    see  lesson  one,  pages  10- 
Erase  and  correct  errors,  neatly. 

Alice  Wilberts 
Edward  Obert 
John  R.  Robinson 

Jane  Lou  Burns 
Josephine  Barclay 
Tom  Maurice  Lambertson,  Sr. 

CHECK:     the  letter  "b"  lines  up. 

(e.g.)  Alice  Willierts 

Edward  Oljert 
John  R.  Roliinson 
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Lesson  8 


ASSIGNIVIENT  8-B--Submit  for  Correction.     Is  your  page  inserted  at  center? 

Type  the  following  three  times  on  a  full  sheet  of  paper.     Return  the 
carriage  five  times  between  each  note.     Begin  typing  14  lines  from  the  top 
of  the  page.     To  set  margins,  backspace  once  for  every  two  letters  in  the 
longest  line.     Center  the  title  too.     Write  your  nsune  and  the  date  at  the  top 
of  the  page.     Write  "Assignment  8-B"  under  your  Iname.    Erase  and  correct 
your  errors.  j]4 

HORIZONTAL  CENTERING 

h 

Set  tab  stop  at  center  of  paper 
Backspace  "once  for  two" 

In  backspacing,  disregard  odd  or  leftover  strokes 
Begin  to  type  where  backspacing  ends 

I. 

HORIZONTAL  CENTERING 
continue 


ASSIGNMENT  8-C-- Submit  for  Correction 

Center  each  line  of  the  following  horizontally.     T3rpe  it  three  times  and 
space  four  times  between  each  note.     Begin  on  line  15.     Write  your  name  and 
date  at  the  top  of  the  page.    Write  "Assignment  8-C"  under  your  name.  Erase 
and  correct  your  errors. 

15 


by 


/ 
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Lesson  8 


ASSIGNMENT  8 -D-~ Submit  for  Correction 

Type  the  following  table  on  a  full  sheet  of  paper.     Leave  six  spaces 
between  columns.     Go  down  25  spaces  from  the  top  of  the  page. 

Write  your  name  and  the  date  at  the  top  of  your  paper.  Write 
'^Assignment  8-D"  under  your  name.     Erase  and  correct  your  errors. 

CANADIAN  PROVINCES 
h 

And  Their  Capitals 

k 

Alberta  Edmonton 

British  Columbia  Victoria 

Manitoba  Winnipeg 

New  Brunswick  Fredericton 

Newfoundland  St.  John's 

Nova  Scotia  Halifax 

Ontario  Toronto 

Prince  Edward  Island  Charlottetown 

Quebec  Quebec 

Saskatchewan  Regina 

Key  Line 

Prince  Edward  Islandl23456Charlottetown 
CHECK  -  are  outside  margins  equal? 

I — ^ — 1  I — # — 1 

3 ,     Spread  Centering 

If  you  wish  to  space  out  a  title,  put  one  space  between  each  letter. 
To  separate  the  words,  space  three  times  between  each.  A  stands  for 
space . 

Ta  H aE  A  A aS  aTa  a aFa  F 

TRICK  OF  THE  TRADE: 

When  centering,  backspace  once  for  every  letter  except  the  last  letter 
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ASSIGNMENT  8-E--Submit  for  Correction 


Lesson  3 


Use  a  full  sheet  of  paper  and  begin  on  line  21.     Use  single  spacing, 
Erase  and  correct  all  errors. 

THE  CAST 
In  the  Order  of  Their  Appearance 


l^&tfu^  dthjb  ocaL  yTp?i  cio^ 
<zJju.  ^ii^  u&n. 


Sol  rrlcJ)&ruM 


^  <f2£/P^ 


Key  Line 


Mother  of  the  girl  next  doorl23456Dennis  Robertson 

ASSIGNMENT  8-F--Submit  for  Correction 

Use  a  full  sheet  of  paper.     Leave  about  seven  or  eight  spaces  before  you 
begin  to  type.     Type  the  following  sentence  quickly  five  times.     Then,  circle 
your  errors.     List  FIVE  letters  which  gave  you  difficulty.     Type  three  lines 
of  the  practice  given  for  each  of  those  letters.     Double  space  after  every  thre 
lines. 

Lim  -  70 
SPACING  -  1 


He  can  make  the  big  quest  very  zestful  if  he  will  just  hope  and  relax. 


a  appreciate  attainable  attention  avalanche  available  bazaar  applause 
b  bubble  baby  babble  bib  bob  fob  rob  rub  tub  tribe  bulb  rubble  robber 
checkers  combine  electric  success  eccentric  ocean  chances  cache  crash 


Typewriting  _  7  .  Lessen  0 

decided  doodle  added  dried  dude  Dad  Drysdale  did  dish  dedicated  deadly 
e  elected  deceit  ended  elite  need  Elf  each  extent  extreme  needed  every 
fearful  baffled  Fluff  offer  buff  Flo  shuffled  forego  floor  fork  family 

goggles  rugged  gangs  aging  eggs  Gray  gaggle  lugging  grassy  log  boggled 
hatchet  rhythm  hunch  shush  hash  Hal  this  with  hyphen  hush  high  the  hot 
initials  icicles  idiom  icing  idle  Ike  inimitable  initiation  idealistic 

jujitsu  juggled  judge  rajah  joins  Jan  Jeffrey  jostled  jars  just  Jerome 
kickoff  knocks  skulks  knack  kick  Ken  skill  clock  knobs  baskets  kettles 
letter  legally  lovely  allow  shall  lily  Loy  levelling  roll  lolling  poll 

Mammoth  murmur  mummy  mimic  maim  May  mime  mammal  mused  motherly  mercury 
nations  cannon  ninth  nouns  none  Nan  noone  noon  ninety-nine  normal  line 
ooze  odometer  occur  too  loose  oppose  odes  loophole  door  nook  food  ours 

comprehend  problems  people  part  play  purpose  puppy  Penelope  peppy  pass 
question  quatrain  quartz  quack  quota  quiz  quarry  loquacious  quit  quell 
roar  return  regular  ruler  reader  furry  murmur  racers  rain  rare  blurred 

several  sassy  saves  suit  swish  soaks  sakes  shut  stay  side  satisfactory 
attention  little  attain  that  they  thus  tired  trips  true  turn  tree  toss 
unusually  uses  true  sure  sued  turf  tune  tuck  blue  mute  bum  unit  until 

vote  veal  vile  very  view  veil  vase  save  vast  vane  cave  valley  van  have 
worthwhile  well  were  when  who  will  what  we'd  wasp  west  wisp  aware  with 
exciting  fix  mix  six  taxes  lax  oxen  apex  axis  coax  calyx  boxing  climax 

yo'_  yes  your  yard  years  yell  yield  yolk  yelp  yawn  play  yeast  yesterday 
zeal  lazy  buzz  razor  dozen  zone  Azores  drizzle  Venezuela  zestful  prize 
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Lesson  8 


SPEED  DRIVE 

In  Lessons  eight  and  nine,  we  will  concentrate  on  building  your  speed. 
Do  the  practise  exercises  and  then  take  the  timings.     In  these  lessons,  you 
are  to  set  a  goal  for  yourself  and  then  work  to  achieve  that  goal. 

Practise 

Type  each  of  the  following  lines  three  times.     Double  space  every  three 
lines. 

LI'NE  -  40  land  lame  laud  lard  lab  lad  lag  law  lap 

SPACING  -  1 

sofa  soap  sock  soak  son  sod  sox  sob  sow 
maid  malt  mane  make  mar  mad  map  man  may 
done  dorm  down  dock  don  dog  dob  dot  doe 
name  mays  nape  naps  nag  nab  nan  nay  nap 

Set  your  Goal 

Your  goal  for  this  timing  is  one  copy  in  two  minutes. 

ASSIGNMENT  8-G— Submit  for  Correction 

Type  THREE  copies  of  the  following.     Remember  your  goal  is  to  complete 
the  entire  note  within  two  minutes.     Single  space  as  shown.     Return  your 
carriage  TWICE  after  "Dear  Vic:" 

If  you  finish  before  the  two  minutes  are  up,  return  your  carriage  twice 
and  continue  to  t3rpe  the  note.     Submit  all  three  tries.     In  this  exercise,  we 
will  ignore  errors.     (This  does  not  mean,  however,  that  you  can  go  gleefully 
along  making  all  the  errors  you  want- -type  the  exercise  to  the  best  of  your 
ability  but  do  not  worry  about  errors.) 

Use  a  full  sheet  of  paper.     Type  the  heading  seven  lines  from  the  top  in 
the  center  of  the  paper. 

Two- Minute  Speed  Test 

Type  Assignment  8-G  two  carriage  returns  below  the  heading  at  the  left 
margin. 

Type  Number  of  Words  a  Minute  at  the  right  margin.     See  the  example 
on  page  10.     Return  your  carriage  three  times  and  begin  the  timing.  Return 
the  carriage  three  times  between  each  timing  and  calculate  your  words  a 
minute.     (Divide  the  total  words  by  2.) 
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Two -Minute  Speed  Test 

LII^E  -  40 
SPACING  -  1 

Dear  Vic: 

The  new  coach  will  be  here  on  the  sixth 
of  June.  I  fear  that  my  size  will  keep 
me  off  the  squad,  for  he.  likes  the  team 
to  be  big  fellows.  Well,  hope  we  win  a 
lot  of  games  this  year. 

1        2       3       4       5        6        7  8 


N.B. 

When  you  return  the  carriage 
twice,  notice  that  you  are  given 
one  extra  word  in  the  word  count. 
If  you  finish  before  time  is  up, 
return  twice  and  add  one  extra 
word  to  your  score. 
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Lesson  8 


Assignment  S-G 


(EXAMPLE) 
Two- Minute  Speed  Test 


Number  of  Words  a  Minute 


DearfVig 


The  new  coach  will  be  here  on  the  (jizt^ 
of  June.     I  fear  that  <^a^  size  will  keep 
me  off  the  squad,  for  he  likes  the  team 
to  be  big  fellows.    Well,  hope  we  win 


Dear  Vic; 


The  new  coach  will  be  here  on  the  (Jizt^ 
of  June,     I jear  that  my  size  will  keep 
me  off  the  (|qua°jX  ^j^j)  he  likes  the  team 
to  be  big  fellows.    Well,  hope  we  win  a 
lot  of  games 


Dear  Vic: 

The  new  coach  will  be  here  on  the  sixth 
of  June.  I  fear  that  my  size  will  keep 
me  off  the  saiiad.  for  he  likes  the  team 
to  be  big(rwllows)  Well,  hope  we  win  a 
lot  of  games"  th£s(ges5 


Dear  Vic 
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ASSIGNMENT  CHECK  (V) 

Check  off  each  of  the  following  as  you  insert  it  in  the  envelope  for 
mailing. 

ASSIGNMENT  8 -A- -Centering,  page  3   

ASSIGNMENT  8- B- -Centering,  page  4   

ASSIGNMENT  8-C- -Centering,  page  4   

ASSIGNMENT  8 -D-- Centering,  page  5   

ASSIGNMENT  8-E- -Centering,  page  6   

ASSIGNMENT  8-F —Alphabet  Practise,  page  6   

ASSIGNMENT  8-G-- Two- Minute  test,  page  8  


End  of  Lesson  8 
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Correspondence  Teacher 


ALBERTA  CORRESPONDENCE  SCHOOL 
MAILING  INSTRUCTIONS  FOR  CORRESPONDENCE  LESSONS 


1.   BEFORE  MAILING  YOUR  LESSONS,  PLEASE  SEE  THAT: 

(1)  All  pages  are  numbered  and  in  order,  and  no  paper  clips  or  staples  are  used. 

(2)  All  exercises  are  completed.  If  not,  explain  why. 

(3)  Your  work  has  been  re-read  to  ensure  accuracy  in  spelling  and  lesson  details. 

(4)  The  Lesson  Record  Form  is  filled  out  and  the  correct  lesson  label  is  attached. 

(5)  This  mailing  sheet  is  placed  on  the  lesson. 


2.   POSTAGE  REGULATIONS 

Do  not  enclose  letters  with  lessons. 
Send  all  letters  In  a  separate  envelope. 


3.   POSTAGE  RATES 

First  Class 

Take  your  lesson  to  the  Post  Office  and  have  it  weighed.  Attach  sufficient  postage  and  a 
green  first-class  sticker  to  the  front  of  the  envelope,  and  seal  the  envelope. 
Correspondence  lessons  will  travel  faster  if  first-class  postage  is  used. 


Try  to  mail  each  lesson  as  soon  as  it  has  been  completed. 


When  you  register  for  correspondence  courses,  you  are  expected  to  send  lessons  for 
correction  regularly.  Avoid  sending  more  than  two  or  three  lessons  in  one  subject  at  the 
same  time. 
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Lesson  9 


SPEED  DRIVE 

Again,  in  this  lesson,  we  will  concentrate  on  building  speed.     Do  the 
practice  exercises  and  then  take  the  timings.    You  will  set  a  goal  for  yourself 
and  then  work  to  achieve  that  goal. 

Practice 

Type  each  of  the  following  lines  three  times.     Double  space  every  three 
lines. 

LIM  -  SO  angle  endow  they  land  wish  pane  and  for  the  it  is 

SPACING  -  1 

right  bugle  work  form  duty  with  rub  vow  men  or  it 
gland  their  when  than  risk  than  pan  rid  owl  do  so 
They  do  their  work  right  when  they  do  their  duty. 

Set  your  Cxoal 

Your  goal  for  this  timing  is  one  copy  in  two  minutes. 

ASSIGNMENT  9-A--Submit  for  Correction 

Type  THREE  copies  of  the  following.     Remember  your  goal  is  to  complete 
the  entire  note  within  two  minutes.     Single  space  as  shown.     Return  your 
carriage  TWICE  after  Dear  Duke: 

If  you  finish  before  the  two  minutes  are  up,  return  your  carriage  twice 
and  continue  to  type  the  note.  Submit  all  three  tries.  In  this  exercise  we 
will  ignore  errors. 

Use  a  full  sheet  of  paper.     Type  the  heading  seven  lines  from  the  top-- 
Two- Minute  Speed  Test- -in  the  center  of  the  paper. 

Type  "Assignment  9-A"  two  carriage  returns  below  the  heading  at  the 
left  margin. 

Type  Number  of  Words  a  Minute  at  the  right  margin.     Refer  to  the 
example  given  in  Lesson  8  on  page  10.     Return  your  carriage  three  times 
and  begin  the  timing.     Calculate  your  words  a  minute  by  dividing  the  total 
number  of  words  by  two. 
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Two- Minute  Speed  Test 


LINE  -  50  WORDS 

SPACING  -  2         Dear  Duke:  2 

3 

I  think  that  you  will  be  amazed  to  find  that  Miss  13 

Amsby  is  thinking  of  having  a  special  honor  roll,  23 

just  for  me.     It  seems  my  mom  has  set  a  record  by  33 

the  frequency  of  her  visits  to  the  school  office.  43 


123456789  10 
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(    ASSIGNMENT  9- B- -Submit  for  Correction 


Type  THREE  copies  of  the  following.     Remember  your  goal  is  to  complete 
the  entire  note  within  two  minutes.     Single  space  as  shown.     Return  your 
carriage  TWICE  after  Dear  Lou: 

If  you  finish  before  the  two  minutes  are  up,  return  your  carriage  twice  and 
continue  to  type  the  note.  Submit  all  three  tries.  In  this  exercise  we  will 
ignore  errors. 

Use  a  full  sheet  of  paper.  Type  the  heading  seven  lines  from  the  top-- 
T  wo -Minute  Speed  Test --in  the  center  of  the  paper. 

Type  Assignment  9-F  two  carriage  returns  below  the  heading  at  the  left 
margin . 

Type  Number  of  Words  a  Minute  at  the  right  margin.     Refer  to  the 
example  given  in  Lesson  8.     Return  your  carriage  three  times  and  begin  the 
timing.    Calculate  your  words  a  minute. 


Two- Minute  Speed  Test 


LIM  -  40 
SPACING  -  1 


WORDS 


Dear  Lous 


2 
3 
11 
19 
27 
35 
43 
45 


Yes,  I  wish  that  I  had  been  with  you  at 
the  air  show.  I  would  have  enjoyed  the 
jets  and  their  act.  I  am  sorry  to  have 
missed  the  show,  but  I  had  to  be  at  the 
store  anyway.  Next  time,  please  advise 
me  sooner. 


1 


2 


3 


4 


5 


6 


7 


8 
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In  vertical  centering,  we  apply  the  same  principle  that  we  used  in  horizontal 
centering.     That  method  was  called  backspacing.     You  started  at  the  center 
and  backspaced  once  for  every  two  letters  so  that  half  the  material  was  on 
either  side  of  center. 

When  we  apply  that  same  principle  to  vertical  centering,   we  call  it 
BACKROLLING.     You  start  at  vertical  center  and  BACKROLL  once  for  every 
two  lines  of  typing  so  that  half  the  material  is  above  center  and  half  will  be 
below. 

Ac    To  Find  Vertical  Center  on  a  Full  Sheet  of  Paper 


1. 


Mark  vertical  center  with  a  small 
crease  by  folding  a  full  sheet  of 
paper  in  half. 


EDGES  EVEN 


2. 


Insert  your  paper  in  your  typewriter 
with  the  edges  even  following  the 
same  slant    as  shown  in  the  diagram 
at  the  left.    (The  slant  of  the  machine. 


EDGES  EVEN 


 PAPER 
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RETURNS 


CREASE 
APPEARS 


3. 


Return  your  carriage  two  single 
returns  and  your  small  crease 
should  appear  exactly  at  the.  printing 
point.     (Most  machines  require  two 
returns.     If  yours  is  an  executive 
model  it  may  require  three  or  four 
returns  so  keep  that  in  mind.) 


From  now  on,  you  wonH  need  the  crease  because  you  know  how  to  find 
center.    All  you  have  to  do  is  make  your  edges  even  and  return  the  carriage 
twice . 


B.    To  Find  Vertical  Center  on  a  Smaller  Sheet  of  Paper 

A  half  piece  of  paper  will  not  reach  around  the  paper  bail  in  the  way  that 
the  full  sheet  reaches.     To  find  center  on  a  small  sheet  of  paper,  insert  the 
paper  in  the  machine  and  count  the  total  number  of  returns  on  that  page.  Divide 
that  number  by  two  and  you  have  the  center  point. 

For  example,  if  a  half  sheet  had  36  spaces,  the  center  of  that  paper  would 
be  36  -r  2  =  18  spaces  or  18  carriage  returns. 


(0 


10 
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C.    To  Center  Vertically 


Check  Your  Machine: 


MATERIAL 
TO 
BE 

CENTERED 


Grasp  the  cylinder  knob  with 
the  left  hand.    Place  the  material 
to  be  centered  on  the  right  hand 
side  of  your  desk. 

On  most  machines,  one  click 
of  the  carriage  return  makes  one 
single  line  of  typing.  However, 
on  some  electric  machines,  it 
takes  two  clicks  of  the  carriage 
return  to  make  one  single  spaced 
line . 

Type  this  line:    It  is  a  warm  day. 
Roll  your  platen  towards  you. 
Count  the  number  of  clicks  in  the 
line.     Did  it  take  one  or  two  to 
cover  the  typing? 

For  example,  my  machine  has  two  clicks  for  every  line  of  typing.  When 
I  backroll  the  cylinder  I  have  to  backroll  twice  to  cover  the  line  of  typing. 


It  is  a  nice  day.  Typed  line, 

T+  iQ  a  ni/^o  Hotr  Qne  backroll  does  not  cover  it. 

Two  backrolls  do  cover  it. 
Depending  upon  the  type  of  machine  you  have,  try  the  following: 
Go  down  to  the  center  of  your  paper  (that  is,  edges  even  plus  2  returns). 
Backroll  once  for  every  two  lines  of  typing,     (Backroll  one  for  two.) 


one-  backroll  (on  most  machines) 


This  is  an  invitation 

to  the  annual  convention  

of  the  Alumni  Association 

of  the  University  of  Alberta  one  backroll 

to  be  held  on  March  5 

in  the  Jubilee  Auditorium  one  backroll 

in  Calgary,  Alberta  (ignore  single  or  left-over  lines) 


3.     Proceed  to  type  the  above  on  a  40 -space  line.     It  need  not  be  centered 
horizontally  as  this  is  merely  a  practise . 
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4.     Remove  your  paper  from  the  machine.     Check  for  vertical  center.  Fold 
the  sheet  in  half. 


This  is  an  invitation 

to  the  annual  convention 

_of_j:he  Alumni  Association 

of  the  University  of  Alberta 

to  be  helf  on  March  5 

in  the  Jubilee  Auditorium 

in  Calgary,  Alberta 


2.     CALCULATION  METHOD 

VERTICAL  CENTERING 
(Alternate  Method) 

1.  Count  the  number  of  lines  that  the  job  will  occupy. 
Do  not  forget  to  count  the  blank  lines  as  well. 

(In  the  example  below,  the  number  of  lines  would 
be  9) 

2.  A  full  typing  page  usually  has  66  lines,  and  a  half 
sheet  has  33.     Subtract  the  number  of  lines  of  typing 
from  66.     (Example:     66  -  9  =  57) 

3.  Divide  by  two.     (Example:    57  -r  2  =  28  1/2.  Ignore 
fractions:  28) 

4.  Add  one  to  your  answer,  and  start  typing  on  that 
line  from  the  top.     (Example:    28  +  1  =  29.  Start 
typing  on  line  29) 


ALBERTA  CORRESPONDENCE  SCHOOL 
Typing  Courses 

Typing  10  3  credits 

Typing  10  5  credits 

Typing  20  5  credits 

Typing  30  5  credits 
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ASSIGNMENT  9-C--Submit  for  Correction 

Center  the  Following  Horizontally  and  Vertically  on  a  full  sheet  of  paper » 
Ignore  errors. 

FOR  SALE 
WEEKEND  PACKSACK 
TELEPHONE  JOE  AT  922-3207 
Try  to  do  it  on  your  own.     If  you  can't,  follow  these  steps: 

1.  Edges  even  +  2  returns 

2.  Backroll  once  for  every  two  lines 

FOR  SALE  (one  backroll) 

WEEKEND  PACKSACK  (one  backroll) 

TELEPHONE  JOE  AT  922-3207  (ignore) 

3e     Proceed  to  type  on  that  line- -backspace  from  center  to  center  each  line 
4.     Check  for  center 


FOR  SALE 
WEEKEND  PACKSACK 
TELEPHONE  JOE  AT  922-3207 


ALTERNATE  METHOD 

1.  Count  the  number  of  lines  (5) 

2.  Subtract  from  66  (  66  -  5  =  61) 

3.  Divide  by  2  (61      2  =  30.5.     Ignore  fractions:  30) 

4.  Add  1:     (30  +  1  =  31) 

5.  Start  on  line  31. 
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ASSIGNMENT  9-D--Submit  for  Correction 

Center  the  following  horizontally  and  vertically  on  a  full  sheet  of  paper. 
The  center  has  been  indicated  so  you  can  check  it  for  yourself.  Erase  and 
correct  your  errors. 

For  ISale 
I 

One  Typ^ewriter 

Elecjtric 

~         'SmTtTi^Cor'ona*      "~  ~" 
I 

Likej  New 
Musq  Sell 
Telephone  BJb  at  224-6809 


T 


center 


ASSIGNMENT  9-E— Submit  for  Correction 

Center  this  display  on  a  full  sheet  of  paper.  Spread- center  the  title  and 
return  the  carriage  three  times  after  it.  Put  three  spaces  between  the  coffee 
and  tea,  and  tea  and  milk,  in  the  last  line.     Erase  and  correct  your  errors. 

MENU 
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DON'T  LET  CENTERING  SCARE  YOU 


HORIZONTAL 

1.  Tab  to  center 

2.  Backspace  "one  for  two" 

3.  Proceed  to  type 


VERTICAL 

1.  Roll  down  to  center 

2.  BackroU  "one  for  two" 

3.  Proceed  to  type 
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ASSIGNMENT  9 -F-- Submit  for  Correction 

Center  this  poem  on  a  full  sheet  of  paper.     To  center  it  horizontally, 
backspace  once  for  every  2  letters  in  the  longest  line  and  set  your  left  margin. 
Set  the  right  margin  an  equal  distance  from  center. 

Center  the  title  horizontally.     Return  your  carriage  twice.     Center  the 
author's  name  horizontally.     Return  carriage  three  times.     Use  single  spacing 
in  the  body  of  the  poem.  Type  a  dash  between  W  and  WCRK  in  the  heading. 


(Do  not  center  each  line  of  the  body  begin  all  lines  of 
the  body  at  the  left  margin.) 


SPACING  -  1 
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ASSIGNMENT  CHECK  (V) 

Check  off  each  of  the  following  as  you  insert  it  in  the  envelope  for 
mailing . 

ASSIGNMENT  9-A--Speed  Drive,  page  1  

ASSIGNMENT  9-B--Speed  Drive,  page  3   , 

ASSIGNMENT  9-C- -Centering  Exercise,  page  H  

ASSIGNMENT  9-D- -Centering  Exercise,  page  9   

ASSIGNMENT  9-E--Centering  Exercise,  page  9  

ASSIGNMENT  9- F- -Centering  Exercise,  page  11   


Check  each  assignment  for  centering  before 
you  send  it  in«     Re-do  those  that  are  not 
centered  o 


End  of  Lesson  9 
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Supplement  to  Lessons  5-8 


NUMBER  DRILLS 


Many  students  express  concern  over  the  difficulty  they  have  in  typing 
numbers.     The  following  exercises  will  help  to  strengthen  your  reach  to  the 
niimber  keys.     Stay  on  home  row  and  reach  up  to  the  nimiber  row.     (Do  the 
first  line  only  if  you  have  the  number  1  key  above  the  letter  q  . ) 

LIHE  -  40 
SPACING  -  1 


aql  aql  111  ala  11a 
lo9  lo9  999  191  99o 
ki8  kSk  kiS  88k  k8k 
fr4  4f4  44f  ff4  r4f 
jy6  y6j  j6j  666  j6j 
sw2  s2s  w2s  s2s  ss2 
;pO  pop  Opp  012  0;p 
ft5  f5f  f55  55f  ft5 
de3  3d3  3de  d3d  de3 
ju7  j7j  jj7  ju7  j7j 


aql 

aql 

Iqa 

111 

111 

o91 

999 

191 

999 

99o 

i8i 

888 

i88 

888 

i8k 

rr4 

44f 

f44 

4f4 

f4f 

666  j6j 

j66  666 

y6j 

22w 

s2w 

221 

226 

22s 

pOp 

;pO 

000 

220 

210 

f5t 

ft5 

555 

f5f 

55f 

d3d 

33d 

d3d 

335 

33d 

77j 

j7u 

765 

777 

j7j 

In  these  number  drills,  the  word  tells  you  what  fingers  to  use  for  the 
following  number.    For  example,    it  85 j  the  85  is  typed  by  the  same  fingers, 
in  the  same  sequence  as  it. 

LINE  -  40 

SPACING  '  1  it  85  to  59  we  23  if  84  lid  983  dip  380 

rip  480  rut  475  row  492  roe  493  pow  092 
ire  843  ore  943  owe  923  ewe  323  eye  363 
wee  233  wet  235  awe  123  ate  153  sit  285 
tot  595  toy  596  joy  796  jot  795  dot  395 
fat  415  fit  485  lit  985  lip  980  sip  280 

your  6974  pour  0974  pout  0975  rout  4975 
yipe  6803  pipe  0803  ripe  4803  wipe  2803 
quip  1780  quit  1785  suit  2785  silt  2895 
dear  3314  pear  0314  peer  0334  leer  9334 
sore  2943  yore  6943  lore  9943  lose  9923 


SPEED  AND  ACCURACY  BUILDERS 


The  following  paragraphs  should  help  you  to  build  speed  and  accuracy. 
Take  one-minute  timings  on  the  paragraphs.     Begin  with  the  first  paragraph 
and  try  to  type  the  complete  paragraph  within  one  minute  with  no  errors.  If 
you  finish  the  paragraph  and  have  no  errors,  take  a  one-minute  timing  on  the 
next  paragraph.     Continue  in  this  way  making  sure  your  timing  is  correct  and 
complete  each  time. 

If  you  complete  the  paragraph  in  one  minute,  your  speed  will  be  that 
given  at  the  top  left-hand  corner  of  each  timing. 
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o.ccl  2  3.... 4  5  6....7.,oo8  9,  o .  10, . .  11. . .  12.  „ .  13. . .  14. . 

SPEED  AND  ACCURACY  BUILDING  PARAGRAPHS 

25  Words 

You  can  build  speed  and  accuracy  at  the  same  time  if  you  will 
just  give  all  the  time  to  drill  asked  of  you  by  your  teacher. 


30  Words 

Each  day  you  are  to  give,  at  the  very  least,  five  minutes  of 
practice  to  these  lines;  all  the  extra  time  you  can  give  now  will 
count  much  for  you. 


35  Words 

You  are  required  to  type  this  set  of  drill  lines  every  day  until 
you  can  type  the  entire  group  of  lines  with  no  errors.    Give  every 
bit  of  spare  time  to  this  sort  of  t3rping. 


40  Words 

As  soon  as  you  can  type  accurately  and  within  one  minute  the 
lines  on  which  you  are  now  working,  you  are  to  proceed  to  the  next 
drill.    This  drill  has  five  more  words  than  the  one  you  have  just 
written. 


45  Words 

By  the  use  of  this  easy  program  you  will  not  fall  into  any 
habit  of  slow,  lazy  stroking.    You  will  be  trying  each  day  to  raise 
your  stroking  rate.    You  will  also  be  striving  for  good  typing  that 
is  f.ree  of  mistakes  of  all  kinds. 


50  Words 

In  typewriting,  as  in  other  skill  subjects,  you  must  keep  right 
at  it.    There  are  no  short  cuts  in  learning  to  type  well.    You  may 
be  sure  I  would  have  found  them  if  they  existed,  for  I  am  a  firm 
believer  in  doing  things  with  the  least  possible  effort. 


55  Words 

You  may  have  noticed  by  this  time  that  fewer  and  fewer  easy 
words  are  being  used  in  these  special  lines.     The  stroke  intensity 
is  made  higher  in  each  drill.     You  know,  of  course,  that  we  find 
the  stroke  intensity  by  dividing  the  total  number  of  strokes  by 
the  actual  number  of  words  in  the  drill. 
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60  Words 

If  you  can  possibly  do  so,  type  these  special  drills  outside  of 
the  regular  class  period  in  the  typing  room.    As  you  write  in  your 
class  period,  strive  to  maintain  a  smooth,  continuous  rate.    Do  not 
permit  your  stroking  to  lag  as  you  type  your  assignments,  such  as 
letters,  manuscripts,  or  legal  papers.    Keep  your  typing  rate  at  its 
best. 


65  Words 

It  has  been  said  that  the  only  reason  for  the  existence  of  this 
machine  of  keys,  cogs,  and  levers  known  as  the  typewriter  is  its 
power  to  increase  speed  in  the  writing  of  business  letters  and  all 
sorts  of  legal  and  business  papers.    That  statement  is  quite  true, 
but  there  must  also  be  added  to  this  factor  of  speed  the  valuable 
quality  of  accurate  typing. 


70  Words 

As  simple  as  this  paragraph  drill  may  seem  to  you,  it  is  most 
effective.    It  is  a  strange  fact  that  we  mortals  seem  to  believe 
that  any  exercise  must  be  difficult  if  we  are  to  accomplish  anything 
through  its  use.    That  belief  is  far  from  the  truth.    Actually,  a 
simple  exercise  on  the  typewriter,  repeated  over  and  over,  is  one  of 
the  most  effective  ways  of  building  speed  and  accuracy. 


75  Words 

At  any  time  during  your  typing  you  find  yourself  making  certain 
types  of  errors,  do  not  fail  to  give  special  attention  to  the  stroke 
combinations  or  words  that  cause  you  difficulty.    Remember  that  it 
is  just  about  ten  times  as  easy  to  form  a  bad  typing  habit  as  it  is 
to  overcome  that  habit.    That  is  something  to  think  about  whenever  you 
are  tempted  to  become  careless  and  to  neglect  practice  on  difficult 
stroke  combinations. 


END  OF  SUPPLEMENT  2 
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ALBERTA  CORRESPONDENCE  SCHOOL 
MAILING  INSTRUCTIONS  FOR  CORRESPONDENCE  LESSONS 


1.   BEFORE  MAILING  YOUR  LESSONS,  PLEASE  SEE  THAT: 

(1)  Ail  pages  are  numbered  and  in  order,  and  no  paper  clips  or  staples  are  used. 

(2)  All  exercises  are  completed.  If  not,  explain  why. 

(3)  Your  work  has  been  re-read  to  ensure  accuracy  in  spelling  and  lesson  details. 

(4)  The  Lesson  Record  Form  is  filled  out  and  the  correct  lesson  label  is  attached. 

(5)  This  mailing  sheet  is  placed  on  the  lesson. 


2.   POSTAGE  REGULATIONS 

Do  not  enclose  letters  with  lessons. 
Send  ail  letters  in  a  separate  envelope. 


3.   POSTAGE  RATES 

First  Class 

Take  your  lesson  to  the  Post  Office  and  have  it  weighed.  Attach  sufficient  postage  and  a 
green  first-class  sticker  to  the  front  of  the  envelope,  and  seal  the  envelope. 
Correspondence  lessons  will  travel  faster  if  first-class  postage  is  used. 


Try  to  mail  each  lesson  as  soon  as  it  has  been  completed. 


When  you  register  for  correspondence  courses,  you  are  expected  to  send  lessons  for 
correction  regularly.  Avoid  sending  more  than  two  or  three  lessons  in  one  subject  at  the 
same  time. 


The  carriage  moves  one  space  to  the  left  each  time  a  key  or  the  space 
bar  is  tapped.     Each  tap  moves  the  carriage  exactly  one  space.     Each  space 
is  the  same  size.  FIEMEMBER: 


Standard  t3rpe writers 
space  uniformly,  as 
though  printing  in 
blocks  on  graph  paper 


9iESSSSI|3S3IEi!llE!IS3L 
SSllBIIUiiiSISSBSISIiSiSSSS 

iii'isiliuiiiiiii^ 


There  are  two  common  sizes  of  typewriter  type- -elite  and  pica.  (There 
is  a  new  type  size  as  well  used  by  the  Brother  typewriter  company  which  has 
4.5  spaces/cm.)    On  a  pica  machine  4  horizontal  spaces  require  1  cm;  on  an 
elite  machine  5  horizontal  spaces  reqiiire  1  cm.     All  three  machines  have  6 
vertical  spaces  per  2.5  cm. 


PICA 


ELITE 


BROTHER 


2.5, 
cm 


xxxx 
xxxx 
xxxx 
xxxx 
xxxx 
xxxx 


2.5 
cm 


xxxxx 
xxxxx 
xxxxx 
xxxxx 
xxxxx 
xxxxx 


2.5, 
cm' 


XXXX} 
XXXX) 
XXXX> 
XXXX> 
XXXX) 
XXXX) 


1  cm 

4  spaces 


1  cm 
5  spaces 


1  cm 

4.5  spaces 
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MANUSCRIPTS 

DIRECTIONS:  Insert  this  sheet  in  the  typewriter.  Read  the  information 
carefully  and  then  fill  in  the  blank  lines.  Return  your  carriage  twice  to 
check  your  answer. 

Vertical  Placement 

The  top  margin  on  the  first  page  of  a  manuscript  is  5  cm  (12  spaces). 
Therefore,  you  would  type  the  title  on  Line  13.  There  is  no  page  number 
typed  on  the  first  page  of  a  manuscript. 

The  bottom  margin  should  be  at  least  2.5  cm  and  no  more  than  5  cm  in 
depth.  The  typist  shoiiLd  pencil  a  warning  line  on  the  right  side  about  6  cm 
from  the  bottom  of  the  page  to  warn  of  the  approach  of  the  end  of  the  page. 

If  the  manuscript  is  very  short- -partially  fills  only  one  page- -a  balance 

line  is  typed  below  a  report.    A  balance 
line  is  a  date,  a  report  number,  or  some 
other  point  of  information.    It  is  intended 
to  help  balance  a  report  that  looks  too 
high  on  the  page.     To  make  equal  top 
and  bottom  margins,  the  balance  line  is 
typed  5  cm  from  the  bottom  of  the  page. 


Fill  in  the  blanks  on  your  typewriter. 

1.  Does  the  typist  center  a  manuscript  page  vertically  when  the  first  page 

is  one  of  several  in  a  fairly  long  manuscript?   

No 

2.  To  leave  a  top  margin  of  5  cm,  on  what  line,  counting  from  the  top,  does 
the  typist  begin  the  first  page  of  a  manuscript?   

13 

3.  What  is  the  most  desirable  depth  of  the  bottom  margin?   

2.5  cm 

4.  A  balance  line  is  typed  approximately    cm  from  the  bottom 

of  the  page  on  a  short  manuscript  that  does  not  fill  one  full  page  . 


TITLE 

BODY 

BALANCE  LINE 

5 


Typewriting  -  3  -  I_essnn  IJ- 

Horizontal  Placemeni 

Manuscripts  are  usually  typed  on  a  15  cm  line  (60  spaces  pica;  70  spaces 
••lite;  and  65  spaces  on  Brother  machines). 

A  good  rule  is  to  leave  3  cm  side  margins. 

5.     The  line  length  for  a  manuscript  is   spaces  pica;   

spaces  elite;  or    spaces  on  Brother  typewriters. 


60  pica;  70  elite;  65  Brother 

Spacing 

Manuscripts  are  usually  double- spaced  but  you  may  single  space  if  it  is 
an  extremely  long  manuscript  and  paper  or  filing  space  must  be  conserved. 
If  you  do  use  single  spacing,  leave  one  blank  line  space  between  paragraphs. 

6.  Manuscripts  are  usually    spaced. 

double 

7.  Manuscripts  may  be  single  spaced  if  they  are  extremely  long  and  one 
wants  to  conserve  or 


paper  or  filing  space 

tieadmgs 

Manuscripts  have  two  types  of  headings.     Main   headings  identify  a 
manuscript.     Minor    headings  show  the  organization  of  the  material  (see  page  4). 
The  main  heading  begins  on  line  13.     The  TITLE  (which  is  part  of  the  main 
heading)  is  typed  in  ALL  CAPITALS  and  is  centered.     If  the  title  is  followed 
by  a  subtitle  and  a  by-line  the  MAIN  HEADING  SECTION  is  double  spaced.  You 
triple  space  after  the  MAIN  HEADING  to  set  it  apart  from  the  body  (or 
paragraphs)  of  the  manuscript. 

3.     The  title  of  a  manuscript  is  typed  in  all    letters  and  is 

  horizontally. 

capital  centered 

9.     If  there  is  more  than  one  line  in  the  MAIN  HEADING,  it  is   

spaced. 

double 

  blank  spaces  separate  the  main  heading  from  the  bod 3^  of  the 

manuscript. 


2  blank  spaces  (3  returns  leav^es  2 
blanks) 
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HEADING 


TITLE  HOW  TO  STRETCH  A  MANUSCRIPT 

Sub-title  A  Report  for  Typing  10 

By-line  By  Thomas  Vekved 


MINOR 
HEADING 


MINOR 
HEADING 


MINOR 
HEADING 


You  may  use  three  ways  to  stretch  a  short  manuscript.  You 
may  use  double  spacing,  sideheadings,  and  a  balance  line  5  cm 
from  the  bottom  of  the  paper. 

DOUBLE  SPACING 

Manuscripts  may  be  single  spaced,  but  they  stretch  twice  as 
far  when  they  are  double  spaced.     They  are  also  easier  to  read 
when  they  are  double  spaced. 

SIDEHEADINGS 

Sideheadings,  preceded  by  two  blank  lines  and  followed  by 
one,  take  four  lines. 

BALANCE  LINE 

A  balance  line  is  a  date,  a  report  number,  or  some  other 
point  of  information  that  is  typed  below  a  manuscript.  Such  a 
line  is  intended  to  balance  a  manuscript  that  looks  too  high  on 
the  page . 


April  15,  1978 


BALANCE  5J 
LINE 


Typewriting  -5-  Lesson  10 

Minor  Headings 

Each  new  section  is  indicated  by  a  minor  heading.     It  may  be  a  sidehead- 
ing  as  illustrated  on  page  3.     i\  sideheading  is  typed  flush  with  the  left  margin. 
It  is  preceded  by  two  blank  lines  (made  by  three  carriage  returns)    and  followed 
by  one  blank  line  (two  carriage  returns). 

Paragraphs 

Paragraphs  are  indented  five  spaces.     Double  space  between  paragraphs. 
Review 

Type  in  the  blanks  and  then  check  your  answers  against  the  key  at  the 
bottom  of  the  page. 

1.  How  wide  is  the  top  margin  on  the  first  page  of  a  manuscript?   

cm  or    spaces. 

2.  How  wide  can  the  bottom  margin  be?    ^   to    cm. 

3.  What  width  of  line  is  used  for  a  manuscript?    cm. 

4.  What  spacing  is  used  most  commonly  for  a  manuscript?   

5.  How  many  spaces  do  you  indent  paragraphs?   


KEY 


S90^ds  g  (g      ajqnop  gi  (g      mo  g  o:^  mo  g-^  {z      sao-eds    SI  JO  mo  g  (x 
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PLACEMENT  GUIDE  FOR  THE  FIRST  PAGE  OF  A  MANUSCRIPT 


LtNE  13 


TITLE    OH   OPENING  PAGE 


15    cm    line  length 


Optional 


2.5  cm 
Warning 


BALANCE  LINE 


Preferred 


Page  Ending  Zone 
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ASSIGOT/LENT  10-A--Submit  for  Correction 

Insert  the  backing  sheet  found  on  page  6  behind  your  blank  sheet  of  paper 
~nd  type  the  example  given  on  page  4  of  this  lesson.  Use  double  spacing  and 
a  15  cm  line. 


Begin  on  LINE  13  o     Center  the  title  and  type  it  in  all  capitals.  Erase 
all  your  errors. 

After  you  have  finished  typing,  check  your  work.     Turn  to  page  8,  9,  or 
10  to  find  the  example  which  has  the  type  size  which  you  used,  and  check 
your  manuscript.     Measure  the  margins  with  a  ruler.    Answer  the  following 
questions . 


LUIE  -  15  cm 
SPACING  -  2 


PICA 

ELITE 

BROTHER 


15  cm 

15  X  4  spaces/cm  =  60  spaces 

15  X  5  spaces/cm  =  7£  or  75  spaces 

15  X  4.5  spaces/cm  =  67-68  spaces 


4. 


3.     Is  the  line  length  approximately  15  cm? 


2,     Are  the  side  margins  equal? 


1. 


Is  the  top  margin  5  cm? 


Did  you  erase  all  errors  ? 


5  c     Is  the  bottom  margin  at  least  2 . 5  cm  and  no  more  than 
5  cm? 


If  you  answered  "No"  to  any  of  the  above,  repeat  the  entire  assignment. 
If  you  answered  "Yes"  to  all  of  them,  continue  to  work  through  the  lesson. 


Typewriting 
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Lesson  10 


5  cm< 


HOW  TO  STRETCH  A  MANUSCRIPT 
A  Report  for  Typing  10 
By  Thomas  Beck 

is 

You  may  use  three  ways  to  stretch  a  short  manuscript. 
You  may  use  double-spacing,  sideheadings ,  and  a  balance  line 
5  cm  from  the  bottom  of  the  paper. 

DOUBLE  SPACING 
h 

Manuscripts  may  be  single  spaced,  but  they  stretch  twice 

margins 

■jas  far  when  they  are  double-spaced «     They  are  also  easier  to  | — — — 
read  when  they  are  double-spaced. 

SIDEHEADINGS 

Sideheadings ,  preceded  by  two  blank  lines  and  followed 
by  one,  take  four  lines. 

BALANCE  LINE 

A  balance  line  is  a  date,  a  report  number,  or  some  other 
point  of  information  that  is  typed  below  a  manuscript.  Such 
a  line  is  intended  to  balance  a  manuscript  that  looks  too 
high  on  the  page. 

April  15,  1978 


5  cm-/ 


ONE  PAGE  MANUSCRIPT  IN  PICA  TYPE 
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Lesson  10 


HOW  TO  STRETCH  A  MANUSCRIPT 


A  Report  for  Typing  10 


By  Thomas  Beck 


3 


You  may  use  three  ways  to  stretch  a  short  manuscript.     You  may  use 
double-spacing,  sideheadings ,  and  a  balance  line  5  cm  from  the  bottom  of 
the  paper. 

I3 

DOUBLE  SPACING 


Manuscripts  may  be  single  spaced,  but  they  stretch  twice  as  far  when 


they  are  double-spaced.  They  are  also  easier  to  read  when  they  are  double 
spaced. 


SIDEHE.\Di:iCS 

Sideheadings,  preceded  by  two  blank  lines  and  followed  by  one,  take 
four  -lines. 

BALANCE  LINE 

A  balance  line  is  a  date,  a  report  number,  or  some  other  point  of 
information  that  is  typed  below  a  manuscript.  Such  a  line  is  intended 
to  balance  a  manuscript  that  looks  too  high  on  the  page. 

April  15,  1978 


ONE  PAGE  MANUSCRIPT  IN  ELITE  TYPE 
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Lesson  10 


HOW  TO  STRETCH  A  MANUSCRIPT 
A  Report  for  Typing  10 
By  Thomas  Beck 

I3 

You  may  use  three  ways  to  stretch  a  short  manuscript.     You  may 
use  double-spacing 5  sideheadings ,  and  a  balance  line  5  cm  from  the 
bottom  of  the  paper. 

I3 

DOUBLE  SPACING 

Manuscripts  may  be  single  spaced^  but  they  stretch  twice  as  far 
when  they  are  double-spaced.  They  are  also  easier  to  read  when  they 
are  double-spaced. 

I3 

SIDEHEADINGS 

Sideheadings 5  preceded  by  two  blank  lines  and  followed  by  one, 
take  four  lines. 

BALANCE  LINE 

A  balance  line  is  a  date,  a  report  number,  or  some  other  point 
of  information  that  is  typed  below  a  manuscript.     Such  a  line  is 
intended  to  balance  a  manuscript  that  looks  too  high  on  the  page. 


April  15,  1978 


ONE  PAGE  MANUSCRIPT  ON  "BROTHER"  MACHINE 


Tvoe  writing 
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ASSIGNMENT  10-B--Submit  for  Correction 

Using  exactly  the  same  format  that  you  used  in  Assignment  10-A,  type 
the  following  as  a  one- page  manuscript.     Erase  and  correct  your  errors. 


LmE  -  15  om 
SPACING  -  2 


MANUSCRIPT  OR  REPORT  FORM 
By    (Student's  Name) 


SPACING  AND  MARGINS 

Manuscripts  or  reports  may 
be  either  single-  or  double- 
spaced,  depending  upon  the 
type  of  report.     School  reports, 
formal  reports,  and  manuscripts 
to  be  submitted  for  publication 
should  be  double-spaced.  Reports 
prepared  for  use  in  the  business 
office  are  often  single  spaced. 

Maintain  an  approximate  2.5 
cm  bottom  margin.     Leave  2.5  cm 
top  and  3  cm  side  margins  on  all 
pages  with  these  exceptions: 

1 .  Leave  a  5  cm  top 
margin  on  the  first 
page. 

2.  Leave  a  4  cm  left 
margin  if  the  manu- 
script is  to  be  left- 
bound. 


The  first  line  of  a  para- 
graph is  usually  indented  five 
spaces.     Quoted  material  of  four 
lines  or  more  is  single-spaced 
and  indented  five  spaces  from 
the  left  and  right  margins.  It 
is  preceded  and  followed  by  a 
double-space. 

HEADINGS  AND  SUBDIVISIONS 

Main  heading — is  typed 

in  all  capitals,  and  it  should 

be  centered  over  the  line  of 

writing.     It  is  followed  by  a 

triple  space. 

Minor  headings — are  typed 

in  all  capitals  even  with  the 

left  margin. 


D  )  NOT  COPY   THE  ABOVE  AS  IT  IS.     USE  i\L^\NUSCPJPT  FOR."VLAT. 
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TWO-PAGE  MANUSCRIPTS 

The  second  and  subsequent  pages  of  a  manuscript  differ  from  the  first 
only  in  the  top  margin.     As  you  recall,  the  top  margin  on  the  first  page  is 
5  cm.     On  subsequent  pages,  the  top  margin  is  2.5  cm.     So,  you  return  the 
carriage  seven  times.     On  the  seventh  line  you  will  type  the  page  number 
pivoted  from  the  right  margin. 

Page  2;  Line  7 
right 

Pivoting  margin 

"Pivoting"  means  using  the  backspace  key  to  make  lines  end  precisely 
where  you  wish  them  to  end.     It  is  commonly  used  to  make  the  date  or  page 
number  end  evenly  with  the  right  margin. 

Follow  these  steps  in  pivoting: 

lo     Set  the  carriage  one  space  after  the  point  where  you  wish  the  copy  to 
end. 


right  +  1 
margin  (Use  margin 
release) 

2.     Backspace  once  for  each  letter  and  space  in  the  copy  to  be  pivoted. 

3o     Type  the  material.     It  should  end  evenly  with  the  right  margin. 

Page  2 

Spacing 

Return  the  carriage  three  times  after  the  page  number  and  continue  to 
type , 

Page  2 

i 
3 

Paragraphs 

Leave  at  least  two  lines  of  a  paragraph  on  the  first  page  and  carry  the 
rest  to  the  next  page. 


Word  Division  Note: 

Do  not  divide  the  last  word  on  a  page. 


Typewriting  -  13  -  Lesson  10 

PLACEMENT  GUIDE  FOR  CONTINUING  PAGES  OF  A  MANUSCRIPT 


2.5  cm 
Warning 


LINE  7  -  PAGE  NUMBER 


Page  2 


15  cm   line  length 


2.5  cm 
Warning 
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ASSIGNMENT  10-C--Submit  for  Correction 

Using  the  same  line  length  (15  cm)  as  you  used  for  Assigmnents  10-A  and 
lO-B,  type  this  student's  hand-written  report  as  a  manuscript.     Use  double 
spacing.     Use  the  placement  guides  included  with  this  lesson  for  setting  your 
line  lengths.     Erase  your  errors.     Remember  that  the  title  (THE  BA^NCE 
SHEET)  and  all  side  headings  are  typed  in  CAPITAL  LETTERS. 

N.B.         Draw  a  light  pencil  line  5  cm  from  the  bottom  of  the  page  at 

the  right  margin  to  warn  of  the  approach  of  the  end  of  the  page. 
Erase  all  your  errors. 


Typewriting                                         -  15  -                                            Lesson  10 
^^/'j^jt  yit/J  .^i2Z^2y.^^^^.  


y    ^jfyy^y'.  .o-y?y^yiA2J  ^..riAt^J^  .^:z>i^ 


1" 
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/  / 


yyX^J?^J^ 


.^f^ yAL''iL.<>^^  yr7^/2,y?yy^^A 
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LessoQ  10 


In  Lessons  eight  and  nine  we  concentrated  on  building  your  speed.     In  this 
lesson  we  will  try  to  maintain  your  speed  but  improve  your  accuracy.     Do  ihe 
practise  exercises  and  then  take  the  timings.     You  will  set  a  goal  for  yourseli" 
and  then  work  to  achieve  that  goal. 

Practise 

Type  each  of  the  following  lines  three  times.     Double  space  every  three 
line  s . 

LWE  -  50  as  joy  far  ink  set  lily  were  pump  drew  hill  dazed 

SPACING  -  1 

on  red  you  saw  nip  cart  milk  drag  link  face  onion 
we  hip  car  pin  tag  look  deaf  join  wave  only  dress 
We  saw  a  dazed  mule  draw  a  milk  cart  up  the  hill. 

Set  your  Goal 

Your  goal  for  this  timing  is  one  copy  in  two  minutes  within  a  limit  of 
two  errors. 

ASSIGNIMENT  10-D--Submit  for  Correction 

Type  THREE  copies  of  the  following.     Reniember  your  goal  is  to  limit 
your  errors  to  TWO.     Single  space  as  shown.     Set  a  TAB  at  center  to  type 
the  closing  as  shown. 

Return  your  carriage  TWICE  after  Dear  Sue:-  and  twice  after  the  last 
line  of  the  paragraph.     Tab  to  center  as  shown. 

If  you  finish  before  the  two  minutes  are  up,  return  your  carriage  twice 
and  continue  to  type  the  note.     Submit  all  three  tries. 

Use  a  full  sheet  of  paper.     Type  the  heading  seven  lines  from  the  top-- 
Two- Minute  Speed  Test- -in  the  center  of  the  paper. 

Type  "Assignment  10-D"  two  carriage  returns  below  the  heading  at  the 
left  margin. 

Retur-n  your  carriage  twice  and  type  WORDS  a  MINUTE  in  ihe  center. 
Return  your  carriage  twice  and  type  Cori-oc  ■:  at  the  left  margn:  ard  1  or  2 
Errors  at  the  right  margin.     Return  your  carriage  se^'en  tinits  ana  beijui  Li:.-.- 
timing.     Calculate  your  words  by  dividing  the  total  number  of  wo. -as  by  two 
and  write  *the  number  of  words  under  either  Correct  or  1  or  2  Errors. 


Typewriting 


two-jVhnute  speed  test 

WORDS 


■JllE  -  50             Dear  Sue:  2 

SPACING  -  1  3 

TAB  -  Center       Mr.  Dixon  told  me  that  he  has  not  yet  made  up  his  13 

mind  about  which  majorette  to  move  up  in  the  main  23 

squad,  now  that  Elizabeth  has  moved,     I  think  you  33 

ought  to  try  to  see  Mr.  Dixon  soon.  40 

41 

Amy  French  43 
123456789  10 
Remember:    Three  VALID  timings  are  required. 

ACCURACY  BUILDING 


Practise 

Type  each  of  the  following  lines  three  times.     Double  space  every  three 
lines  e 

LINE  -  50  in  wet  pup  tax  mop  rag  milk  best  holy  taste  milky 

SPACING  »  1 

at  inn  vat  hop  vet  him  test  hulk  case  mummy  sweet 
You  can  see  my  test  grade  was  bad.  My  dad  was  as 
mad  as  a  wet  puppy,  and  my  mom  was  in  holy  tears. 

Set  your  Goal 

Your  goal  for  this  timing  is  one  copy  within  two  minutes  within  a  limit 
of  two  errors. 

ASSIGNMENT  IQ-E  — Submit  for  Correction 

Type  THREE  copies  of  the  following.     Remember,  your  goal  is  to  limit 
your  errors  to  TWO. 

Follow  the  directions  given  for  Assignment  10 -D. 

TWO- MINUTE  SPEED  TEST 

WORDS 


LINE  -  50             Dear  Vic:  2 

"^PACING  -  1  3 

2 .13  -  Center        You  should  see  the  model  Jaguar  we  made.     I  think  13 

the  tires  are  not  quite  the  right  size,  and  a  few  23 

other  things  need  fixing,  but  you  could  polish  it  33 

for  me  in  a  minute  or  two.     Please,  Vic?  41 

42 

Jeri  Hall 

123456789  10 
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ASSIGNMENT  CHECK  (i/) 

Check  off  each  of  the  following  assignments  as  you  insert  it  in  the 
envelope  for  mailing. 

ASSIGNMENT  10-A-- Manuscript,  page  7   

ASSIGNMENT  10- B— Manuscript,  page  11   

ASSIGNMENT  10-C- -Manuscript,  page  14   

ASSIGNMENT  10 -D-- Timing  for  Accuracy,  page  18   

ASSIGNMENT  1 0-E-- Timing  for  Ac cxiracy,  page  18   


CHECK:    Are  errors  corrected 

neatly?    (See  Lesson  Six.) 

Untidy  erasing  will  not  be  accepted. 


End  of  Lesson  10 
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ALBERTA  CORRESPONDENCE  SCHOOL 
MAILING  INSTRUCTIONS  FOR  CORRESPONDENCE  LESSONS 


1.   BEFORE  MAILING  YOUR  LESSONS,  PLEASE  SEE  THAT: 

(1)  All  pages  are  numbered  and  in  order,  and  no  paper  clips  or  staples  are  used. 

(2)  All  exercises  are  completed.  If  not,  explain  why. 

(3)  Your  work  has  been  re-read  to  ensure  accuracy  in  spelling  and  lesson  details. 

(4)  The  Lesson  Record  Form  is  filled  out  and  the  correct  lesson  label  is  attached. 

(5)  This  mailing  sheet  is  placed  on  the  lesson. 


2.   POSTAGE  REGULATIONS 

Do  not  enclose  letters  with  lessons. 
Send  all  letters  In  a  separate  envelope. 


3.   POSTAGE  RATES 

First  Class 

Take  your  lesson  to  the  Post  Office  and  have  it  weighed.  Attach  sufficient  postage  and  a 
green  first-class  sticker  to  the  front  of  the  envelope,  and  seal  the  envelope. 
Correspondence  lessons  will  travel  faster  if  first-class  postage  is  used. 


Try  to  mail  each  lesson  as  soon  as  it  has  been  completed. 


When  you  register  for  correspondence  courses,  you  are  expected  to  send  lessons  for 
correction  regularly.  Avoid  sending  more  than  two  or  three  lessons  in  one  subject  at  the 
same  time. 
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BUSINESS  LETTERS 

A.    Basic  Parts  bf  a  Letter 


Lesson 


LETTERHEAD 


DATE 


INSIDE  ADDRESS 
SALUTATION 


BODY 


INITIALS    4  NOTATIONS 


CLOSING 
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OO 

L^tt..ua,    1^  BANK  OF  THE  PEOPLE 

112  Ross  Street  RED  DEER,    Alberta  T5K-K9P 
Telephone :      267  -  3457 


date 


January  15,  1983 


Inside 
Address 


Mr.  Edward  G.  Wellman 
3  North  Fifteenth  Street 
Red  Deer,  Alberta    T5J  2P7 


Salutation 


Dear  Mr.  Wellman: 


As  you  know,  this  bank  holds  a  first  mortgage  of 
$25,000  on  your  property,  the  Wellman  Building,  at 
3603  Ross  Street,  Red  Deer,  Alberta. 


Body 


To  help  us  revaluate  your  property,  will  you  please 
send  us  a  list  of  the  individual  rents  you  receive  from 
this  property.     If  there  are  any  vacancies,  list  them 
also  and  estimate  a  fair  rental  on  each  of  them. 


Is  there  a  second  mortgage  on  your  property?    If  so, 
please  let  us  know  what  the  amount  of  the  second 
mortgage  is  and  what  payments,  if  any,  you  are  making 
on  it  at  the  present  time. 

The  enclosed  envelope  that  is  addressed  and  metered  is 
for  your  convenience  in  replying.     We  shall  appreciate 
your  sending  us  this  information  as  soon  as  possible. 


Complimentary 
Closing 


Very  truly  yours. 


Writer's  Identification 
Writer's  Position 

Typist '  s 
Identification 

Enclosure  Notation 


J.L.  Sampson 
Credit  Manager 


wws 

enclosure 
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Basic  Parts  of  a  Business  Letter 

1.  Letterhead- -conipanies  use  stationery  with  a  printed  heading  at  the  top 
which  includes  the  company's  name,  address,  postal  code,  and  usually 
the  telephone  number.     The  letterhead  should  fit  in  the  top  nine  lines  of 
the  paper. 

2.  Date — the  date  includes  the  month,  day,  and  year  in  that  order.     It  is 
always  typed  on  line  15. 

3.  Inside  Address — directs  a  letter  to  a  particular  person,  or  department, 
or  company.     It  includes  the  name  and  address  (including  the  postal  code) 
of  that  person,  department,  or  company. 

4.  Salutation- -greets  the  reader.    If  you  know  his  name,  use  it: 

Dear  Mr,  James: 

If  you  do  not  know  his  name  but  you  know  his  title  (if  the  letter  was 
addressed  to  the  Personnel  Manager)  greet  him: 

Dear  Sir: 

If  the  letter  is  addressed  to  a  company  or  a  department,  use  the 
salutation: 

Gentlemen: 

5.  The  body  block  is  the  message.     The  body  of  the  letter  is  usually  single 
spaced  with  double  spacing  between  paragraphs. 

6.  The  closing  block  includes  a  complimentary  closing  and  the  person's 
name.     The  truly  closings  are  used  for  business  letters. 


Yours  truly ^ 
Yours  very  truly ^ 
Very  truly  yours ^ 


7.     The  reference  block  contains  the  writer's  initials  and  the  typist's  initials. 
If  you  have  enclosed  something  in  the  letter,  you  would  type  the  word 
enclosure  directly  underneath  the  identification. 


Typewriting 


B.    Planning  the  Letter 

Insert  this  sheet  in  your  typewriter.     After  you  have  read  the  preceding 
Information  carefully,  type  your  answer  in  the  blank  space.     Return  your 
carriage  twice  to  check  your  answer.     Then,  continue  with  the  next  question 

1.     What  is  the  printed  name  and  address  called  that  appears  at  the  top  of 
stationery? 


Letterhead 

2.     What  is  the  average  depth  of  the  printing  that  makes  up  the  letterhead? 


9  lines 

3.     Date  line — The  date  of  a  letter  includes,  in  this  order,  (a)  month,  spelled 
in  full;  (b)  the  day's  date,  in  figures,  followed  by  a  comma;  and  (c)  the 
year,  in  full;  as  January  15,   1977,     The  date  is  typed  on  line  15  and  you 
will  start  typing  at  the  center.     Type  the  date  for  the  fifteenth  of  May  in 
nineteen  eighty-four. 


May  15,   19  84 

On  what  line  from  the  top  is  the  date  typed? 


15 


5.     At  what  point,  horizontally,  will  you  begin  typing  the  date  for  most  of 
the  letters  in  this  course  ? 


At  the  center 

6.     The  military  services  type  dates  with  the  day  first;  for  example 
"12  June  1976".     Type  that  same  date  in  the  business  style. 


June  12,  1976 
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7.     Inside  Address--The  name  and  address  of  the  party  to  whom  the  letter  is 
being  sent  begins  five  lines  below  the  date,  at  the  left  margin  stop. 

Date 

1 

2 

3 

4 

Mr.  Steven  Dore  5 
Sir  William's  College 
9209  -  102  Street 
Edmonton,  Alberta    T2A  3N6 


How  many  blank  lines  separate  the  inside  address  from  the  date  line? 


four 

8.     If  a  person's  name  is  used,  it  must  be  preceded  by  a  title  like  Miss, 
Prof.,  etc.     What  would  be  the  first  line  of  the  inside  address  for  a 
letter  to  Tom  Smith? 


Mr.  Tom  Smith 

9.     The  street  address  usually  includes,  in  this  order,  (a)  building  number, 
in  figures;  (b)  the  name  of  the  street;  and  (c)  indication  whether  an 
avenue,  boulevard,  or  street.    A  street  number  is  spelled  out  if  Tenth 
or  a  lower  number  but  is  expressed  in  figures  if  above  Tenth. 

122  Seventh  Street 
122  71st  Street 

(The  ordinal  sign  st,  d,  or  th  may  be  omitted  if  a  word  such  as  East  or 
West  separates  the  street  mmiber  from  the  building  number.) 


How  would  you  write  the  address  for  a  person  who  lives  on  twelfth 
avenue  at  10231. 


10231  12th  Avenue 


10.     The  city,  province  and  postal  code  are  typed  on  the  final  line.  Leave 

two  spaces  between  the  province  and  the  postal  code.     Type  this  final  line 
in  correct  order,  TOK  3M0  Alberta  Edmonton. 


Edmonton,  Alberta    TOK  3MO 

11.     Salutation- -  The  salutation  or  greeting  is  one  blank  line  below  the  inside 
address . 

Edmonton,  Alberta    TOK  3M0 

1 

2  Dear  Ms.  Samuels: 

It  is  followed  by  one  blank  line.     In  this  course  it  will  be  followed  by  a 
colon.     It  usually  begins  with  the  word  'Dear'.     How  would  you  greet 
Mrs.  Brown? 


Dear  Mrs.  Brown: 

12.     Use    Dear    plus  the  person's  title  and  name;  as  Dear  Miss  Renault and 
Dear  Mr,  Simpson:  ,  when  writing  to  one  person. 

Use  Gentlemen:  when  writing  to  a  firm  or  a  department  in  it  without  use 
of  a  personal  name. 

Use  Dear  Sir:  if  writing  to  an  individual  who  is  named  by  title  only 
(as:    Sales  Manager). 

What  salutation  would  be  used  for  a  letter  sent  to  the  Sales  Department, 
Acme  Novelty  Company? 


Gentlemen: 

13.     What  salutation  should  be  used  for  a  letter  sent  to  the  Production  Manager, 
Ace  Cards  Incorporated? 


Dear  Sir: 
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14.     The  Body  is  usually  single- spaced  with  one  blank  line  between  paragraphs. 
For  this  course,  the  paragraphs  will  be  blocked  against  the  left  margin. 
The  estimated  number  of  words  in  the  body  determines  the  length  of  line 
to  be  used.     However,  unless  a  letter  is  very  short  or  very  long  it  will 
look  best  on  a  125  mm  line. 

Paragraphs  are  blocked  against  the  left  margin  and  are   -spaced. 

single 

One  would    -space  between  paragraphs. 


double 

15.     The  Complimentary  Closing  is  usually  started  at  center  and  is  preceded  by 
one  blank  line.      For  business  letters,  the  truly  closings    (Yours  truly ^ 
Very  truly  yours ^  Yours  very  truly)    are  best.     For  a  personal  or  friendly 
letter  Sincerely ^  or  Cordially^  can  be  used. 

Supply  an  appropriate  closing  for  a  letter  addressed  to  Supply  Department, 
TD  Building. 


Any   truly  closing 

16.     Signature  Space--The  penwritten  signature  follows  the  closing.  Depending 
upon  the  amount  of  space  remaining  on  the  paper,  the  signature  space  can 
vary  from  two  to  six  blank  lines. 

What  is  the  maximum  amount  of  space  allowed  for  the  signature? 


six  spaces 

What  is  the  minimum  amount  of  space  allowed  for  the  signature  ? 


two  spaces 

17 .  The  Reference  section  is  typed  at  the  left  margin  one  blank  line  below  the 
writer's  identification.  The  reference  may  take  any  of  the  following  formats. 
HIS  stands  for  the  dictator's  initials;  UES  stands  for  the  typist's  initials. 

HIS:URS 
his :  urs 
HIS/urs 
urs 
URS 
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If  the  dictator's  name  appears  in  the  writer's  identification  section,  you 
type  only  your  own  initials: 

lours  truly 3 


Harold  Lemay 
Supervisor 

urs 

If  the  dictator's  name  does  not  appear  in  the  writer's  identification  section, 
you  type  the  dictator's  and  your  initials. 

Yours  truly ^ 
Sales  Manager 

ABT/urs 


If  material  is  enclosed,  type  enclosure  or  enclosures  two  carriage  returns 
below  the  initials  as  a  reminder  to  look  for  something  extra. 

Put  these  parts  in  proper  sequence: 

(a)  enclosure      (b)  complimentary  closing      (c)  reference  initials 
(d)  writer's  signature 


C.  Margins 

All  typed  letters  should  have  the  same  top  margin  (the  date  is  typed  on 
line  15).     The  width  of  the  letter  depends  on  the  number  of  words  in  the  body, 
Most  letters,  however,  will  fit  into  a  125  mm  line.     The  side  margins,  of 
course,  must  be  equal. 

125  mm  =  12.5  cm 

PICA   12.5  cm  X  4  spaces/cm  =  50  spaces 

ELITE      ..    o    ...  12.5  cm  x  5  spaces/ cm  =  60  spaces 

BROTHER   12.5  cm  x  4.5  spaces/cm  =  55  spaces 
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DATS 


msiot 

GUIDE  FOR  LETTERS 
INSERT  BEHIND  PAGE  WHEN  TYPING 
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ASSIGNMENT  11-A-- Submit  for  Correction 

Practice  typing  a  business  letter  by  copying  the  one  found  on  the  following 
pages,  which  matches  the  type  size  found  on  your  typewriter.     There  is  a 
PICA  example  on  page  11;  an  ELITE  example  on  page  12;  and  a  BROTHER 
example  on  page  13,     The  letters  have  not  been  centered  because  of  the 
remarks  in  the  margins.     Your  letter  must  be  centered  correctly.     Use  TOTS' 
TOYS  letterhead  found  at  the  end  of  this  lesson. 

STEP  1:  Stationery 

Insert  the  line  space  regulator  on  '1'  for  single  spacing.     Because  this  is 
an  average  letter  it  will  require  a  125  mm  line  length.     Set  a  tab  at  center. 

STEP  2:  Stationery 

Insert  the  letterhead  provided  at  the  end  of  this  lesson.     Use  the 
placement  guide  found  on  page  9  of  this  lesson  as  a  backing  sheet  behind 
the  letterhead. 

STEP  3:    Proceed  to  Type 

Type  the  date  on  line  15,  starting  at  the  center.     Return  your  carriage 
five  times  and  type  the  inside  address  against  the  left  margin.     Finish  typing 
the  letter  but  DO  NOT  REMOVE  it  from  the  machine. 

Step  4:    Check  Your  Work 

Proofread  your  letter  carefully  and  ERASE  ALL  ERRORS, 

Step  5:    Remove  the  letter  from  the  machine. 
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BLOCKED  LETTER 

Line  -  125  mm 
Tab  -  Center 
Spacing  -  Single 


Standard 
Punctuation 
has  a  colon 
after  the 
salutation 


Standard 
Punctuation 
has  a  comma 
after  the 
closing 


XXX  stands  for 
typist's  initials 


Lesson  11 


GIFTS   UNLIMITED  LTD 

106   Richards  Street    Ottawa,  Ont.  D6P-3T9 
(502)473-6428 


T15 

June  23,  1983 


f5 

Thunder  Bay  Kiddies  Corner 

277  Cameron  Street 

Thunder  Bay,  Ontario    D4P  2T5 

Gentlemen: 

Thank  you  very  much  for  your  order  of  November  11 
for  toys. 

All  of  the  items  included  in  your  order,  with  the 
exception  of  the  Tiny  Tim  Clock,  are  being  shipped 
to  you  today.    We  are  very  sorry  that  our  supply  of 
Tiny  Tim  Clocks  is  exhausted,  but  we  expect  another 
shipment  in  about  ten  days. 

We  are  holding  your  order  for  the  Clock  and  shall 
send  it  out  to  you  when  our  new  shipment  arrives . 
We  sincerely  regret  any  inconvenience  this  delay 
may  cause  you. 

A  copy  of  our  special  Christmas  sale  booklet, 
which  is  a  supplement  to  our  regular  Fall  and 
Winter  Catalog,  is  being  sent  to  you  today.  Many 
ideal  gifts  for  men,  women,  and  children  are  pic- 
tured and  described  in  this  booklet.     Please  look 
it  over;  we  are  sure  it  will  help  you  decide  on 
some  of  the  gifts  you  want  to  buy  for  friends  and 
relatives . 

Very  truly  yours , 


75 

Elvin  S.  Cook 
Sales  Manager 

XX 


BUSINESS  LETTER  IN  BLOCKED  STYLE  (pica  type) 
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GIFTS    UNLIMITED  LTD. 


106    Richards    Street  Ottawa, 
(502)  473-6428 


Ont.  D6P-3T9 


BLOCKED  LETTER 

Line  ~  125  mm 
Tab  -  Center 
Spacing  -  Single 


Standard 
Punatiaztion 
has  a  colon 
after  the 
salutation 


Standard 
Punctuation 
has  a  comma 
after  the 
closing 


June  23,  1983 


Thunder  Bay  Kiddies  Corner 

277  Cameron  Street 

Thunder  Bay,  Ontario    DAP  2T5 

Gentlemen: 

Thank  you  very  much  for  your  order  of  November  11  for  toys. 

All  of  the  items  included  in  your  order,  with  the  exception 
of  the  Tiny  Tim  Clock,  are  being  shipped  to  you  today.  We 
are  very  sorry  that  our  supply  of  Tiny  Tim  Clocks  is  exhaust- 
ed, but  we  expect  another  shipment  in  about  ten  days. 

We  are  holding  your  order  for  the  Clock  and  shall  send  it 
out  to  you  when  our  new  shipment  arrives.     We  sincerely 
regret  any  inconvenience  this  delay  may  cause  you. 

A  copy  of  our  special  Christmas  sale  booklet,  which  is  a 
supplement  to  our  regular  Fall  and  Winter  Catalog,  is  being 
sent  to  you  today.     Many  ideal  gifts  for  men,  women,  and 
children  are  pictured  and  described  in  this  booklet.  Please 
look  it  over;  we  are  sure  it  will  help  you  decide  on  some  of 
the  gifts  you  want  to  buy  for  friends  and  relatives. 

Very  truly  yours. 


Elvin  S.  Cook 
Sales  Manager 


XXX  stands  for 
typist's  initials 


BUSINESS  LETTER  IN  BLOCKED  STYLE  (elite  type) 
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GIFTS    UNLIMITED  LTD. 

106   Richards    Street  Ottawa,  Ont.  D6P-3T9 
(502)  473-6428 


BLOCKED 
LETTER 

Line  -  125  mm 
Tab  -  center 
Spacing  -  single 


Standard  ' 
Punctuation 
has  a  colon 
after  the  ■ 
salutation 


June  23,  1983 


Thunder  Bay  Kiddies  Corner 

277  Cameron  Street 

Thunder  Bay,  Ontario    D4P  2T5 

Gentlemen: 

Thank  you  very  much  for  your  order  of  November  11  for 
toys . 

All  of  the  items  included  in  your  order,  with  the  excep- 
tion of  the  Tiny  Tim  Clock,  are  being  shipped  to  you 
today.     We  are  very  sorry  that  our  supply  of  Tiny  Tim 
Clocks  is  exhausted,  but  we  expect  another  shipment  in 
about  ten  days . 

We  are  holding  your  order  for  the  Clock  and  shall  send 

it  out  to  you  when  our  new  shipment  arrives.     We  sincerely 

regret  any  inconvenience  this  delay  may  cause  you. 

»A  copy  of  our  special  Christmas  sale  booklet,  which  is"  a 
supplement  to  our  regular  Fall  and  Winter  Catalog,  is 
being  sent  to  you  today.     Many  ideal  gifts  for  men,  women, 
and  children  are  pictured  and  described  in  this  booklet. 
Please  look  it  over;  we  are  sure  it  will  help  you  decide 
on  some  of  the  gifts  you  want  to  buy  for  friends  and 
relatives . 


Standard 
Punctuation 
has  a  comma 
after  the 
closing 


Very  truly  yours. 


Elvin  S.  Cook 
Sales  Manager 


XXX  stands 
for  typist  's 
initials 


XXX 


BUSINESS  LETTER  IN  BLOCKED  STYLE  (Brother  type) 
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ASSIGNMENT  1 1- B--Submit  for  Correction 

Now  that  you  know  the  letter  parts,   set  your  margins  for  a  125  mm  line 
and  type  the  following  on  plain  paper.     You  will  need  a  timing  device  to  time 
yourself. 

Take  three  one-minute  timed  writings  on  this  section.    Begin  with  the  paper 
ON  THE  SIDE  of  your  desk.     When  given  the  signal  to  begin,  iasert  your  paper, 
space  down  15  times,  and  type  TODAY'S  DATE.     Space  down  five  times  and 
type  the  inside  address.     If  you  finish  before  time  is  up,  insert  a  new  sheet 
and  type  the  date  and  address  again.     You  will  add  eight  to  the  word  count  if 
you  change  the  page. 


Today's  date  5 


9 

Mr.  Rockford  Bender  13 
9209  -  26  Avenue  S.W.  18 
Calgary,  Alberta    T2B  3T7  23 


SUBMIT  THE  FASTEST  OF  THE  THREE  TIMINGS  FOR  CORRECTION 

Write  No,  of  words  a  minute  =   ^®  bottom  of  the  page. 

Take  three  five-minute  timings  on  the  body  of  the  letter.  Again,  push 
for  speed.  Send  in  the  fastest  timing c     10  errors  are  permitted. 


Do  you  know  how  to  get  the  most  for  your  car  at  trade-in  time?  13 

Men  who  appraise  trade-ins  know  that  all  cars  experience  nor-  25 

mal  wear  and  tear.     What  they  do  appraise,  in  effect,  is  how  37 

well  you  cared  for  your  car,  and  how  competently  repair  work  49 

was  performed.     The  secret,  then,  is  to  keep  the  value  of  your  62 

car  high  with  planned  care.     Periodic  maintenance  by  our  pro-  74 

fessional  staff   will   do   just    that;  then  when  it's  trade-in  86 

time,  your  car  will  be  worth  more.  93 

94 

Remember    that    putting    off    scheduled   maintenance   may  allow  106 

minor    troubles    to    grow   into  major  ailments.  Why  not  let  us  118 

help  you  keep  your  car  good  looking  and  in  top  running  order.  130 

Dents,    wrinkles,    kinks,  bumps,  and  blemishes  disappear  like  142 

magic   when  we    do    the    job.      Our  trained  mechanics  have  the  154 

"know-how"  that  it  takes  to  keep  your  car  humming  smoothly,  166 


1   I     2   I     3   I     4  I     5   I     6  I     7  I     8  I     9  |   10  |   11   |  12 


Typewriting 


-  15  - 


Lesson  11 


Take  three  one-minute  timings  on  the  closing.  Send  in  the  fastest  one 
Type  them  underneath  each  other  with  five  spaces  between  each  closing. 


(yoiLP  initials) 

XXX 


v5 


Yours  truly 3 


John  B,  Marks 


6 
9 
10 
11 


Yours  truly y 


Now  take  one  valid  five- minute  timing  on  the  whole  letter  which  is  found 
on  page  16.     Use  plain  paper.     Limit  your  errors  to  five.     If  you  finish 
before  time  is  up,  repeat  it.     Remember  to  add  eight  words  to  your  total 
word  count  if  you  change  the  page. 

Write  the  following  at  the  bottom  of  your  page: 


No.  of  words  = 


No.  of  words  a  minute  = 


Typewriting  -  16  -  Lessorx  1 

Letter- -5 -minute  timed  writing 

WORD 
COUNT 


Today date 


9 

Mr.  Rockford  Bender  13 
9209  -  26  Avenue  S.W.  18 
Calgary,  Alberta    T2B  3T7  23 

24 

Dear  Mr.  Bender:  28 

29 

Do  you  know  how  to  get  the  most  for  your  car  at  39 
trade-in  time?  Men  who  appraise  trade-ins  know  49 
that  all  cars  experience  normal  wear  and  tear.  59 
What  they  do  appraise,  in  effect,  is  how  well  you  69 
cared  for  your  car,  and  how  competently  repair  work  80 
was  performed.  The  secret,  then,  is  to  keep  the  90 
value  of  your  car  high  with  planned  care.  Periodic  101 
maintenance  by  our  professional  staff  will  do  just  111 
that;  then  when  it's  trade-in  time,  your  car  will  121 
be  worth  more.  124 

125 

Remember  that  putting  off  scheduled  maintenance  may  136 
allow  minor  trouble  to  grow  into  major  ailments.  146 
Why  not  let  us  help  you  keep  your  car  good  looking  156 
and  in  top  running  order.  Dents,  wrinkles,  kinks,  166 
bumps,  and  blemishes  disappear  like  magic  when  we  176 
do  the  job.  Our  trained  mechanics  have  the  "know-  l86 
how"  that  it  takes  to  keep  your  car  humming  smoothly.  197 

198 

Yours  truly,  199 

200 
201 
202 

John  B.  Marks  205 

206 

XXX  207 

123456789  10 
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ASSIGNMENT  ll-C--Submit  for  Correction 

Type  the  foUowing  letter  on  the  letterhead  entitled  RED  TAPE  EXPERTS. 
Use  the  blocked  style  and  standard  punctuation.     Set  margins  for  a  125  mm 
line.     Type  carefully  and  ERASE  all  your  errors.     Your  finished  product 
should  be  MAILABLE --that  is,  free  of  errors.     DO  NOT  COPY  LINE  FOR 
LINE  as  your  typewriter  size  may  be  different.     Remember  "xxx"  at  the  bottom 
stands  for  the  typist* s  initials.     Type  your  initials  instead  of  xxx. 

May  25,  19-- 


Mr.  Michael  C.  Levins,  Jr. 
Space  Technology  Laboratories 
2746  Adelaide  Street 
Edmonton,  Alberta    T5W  0T4 

Dear  Mr.  Levins: 

Today  many  business  firms  use  the  blocked  style  letter 
for  their  correspondence.     This  letter  is  an  example  of 
that  style.     You  will  note  that  all  paragraphs  begin  at 
the  left  margin.     The  advantage  of  this  style  is  that  the 
mechanical  process  of  indenting  paragraphs  is  eliminated. 
This  practise  saves  time  and  space. 

Standard  punctuation  is  used  in  this  letter.    A  colon 
follows  the  salutation  and  a  comma  follows  the  compli- 
mentary closing. 

A  reconmiended  time-saving  feature  is  to  type  only  the 
typist's  initials  for  reference  when  the  dictator's  name 
is  typed  in  the  closing  lines. 

As  you  can  see,  the  blocked  style  of  letter  gives  good 
placement  appearance;  and  because  many  extra  typing 
strokes  and  motions  are  eliminated,  its  use  does  help 
to  increase  letter  production  rates.     It  is  the  letter 
style  that  I  recommend  for  use  in  the  business  office. 

Sincerely  yours. 


J.  Scott  Miller 
Communications  Consultant 


xxx 
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ASSIGNMENT  1 1-D-- Submit  for  Correction 

Type  this  letter  using  the  blocked  style  you  have  been  using  in  the  course 
and  standard  punctuation.     Use  the  letterhead  provided  at  the  back  of  the  lesson 
with  the  heading  MOVIN'  ON,     Use  a  125  mm  line  and  single  spacing.  (p) 
indicates  the  beginning  of  a  new  paragraph.     Proofread  your  work  carefully 
and  ERASE  all  errors. 

Today's  date.     Mr.  William  K.  Penley,-  Richmond  Motor  Company,  Main  and 
High  Streets,  Vancouver,  British  Columbia,  V3N  2T0.     Dear  Mr.  Penley: 
Thank  you  very  much  for  your  recent  order  for  twelve  half-ton  pick-up  trucks, 
(p)  Six  of  them  are  being  loaded  on  motor  transit  trailers  today  and  should 
arrive  in  Richmond  later  tomorrow  evening,     (p)  Because  of  a  very  heavy 
demand  for  this  particular  truck,  our  present  supply  is  low.     We  shall  ship 
the  other  six  trucks  to  you  within  ten  days.     (p)  We  sincerely  hope  this  delay 
will  not  prove  to  be  a  great  inconvenience  to  your  customers.     Very  truly 
yours,  Luther  B.  Barnherd,  Truck  Superintendent,  xxx. 


ASSIGNMENT  ll-E--Submit  for  Correction 

Type  this  letter  using  the  blocked  style  you  have  been  using  in  the  course 
and  standard  punctuation.     Use  the  letterhead  provided  at  the  end  of  the  lesson 
with  the  heading  LARRY'S  MAIL  ORDER  HOUSE.     Use  a  125  mm  line  and 
single  spacing,     (p)  indicates  the  beginning  of  a  new  paragraph.  Proofread 
your  work  carefully  and  ERASE  all  errors. 

Today's  date.     Mrs.  Imogene  Becker,   136  West  Spruce  Street,  Sherwood  Park, 
Alberta,  T3N  2R0.     Dear  Mrs.  Becker:    Merry  Christmas!     (p)  We  sincerely 
hope  it  will  be  merry  for  you  and  for  all  your  loved  ones,     (p)  And,  we  also 
hope  that  the  Christmas  Book  we  are  sending  you  today  will  simplify  your 
Christmas  gift  buying.     From  this  book  you  wiU  be  able  to  select  many  of 
the  gifts  you  need;  the  book  contains  a  large  assortment  of  nationally  advertised 
brands.     (p)  We  shall  gladly  gift  wrap  any  items  you  specify  and  mail  your 
gift  to  any  address  in  Canada.     The  order  blanks  in  the  Christmas  Book  explain 
how  you  can  take  advantage  of  this  special  service.     (p)  Cash  may  accompany 
your  order,  or  you  may  use  any  one  of  our  easy  payment  plans  as  explained 
on  page  one  of  the  Christmas  Book.     (p)  Place  your  order  early!     Very  truly 
yours,  Larry  Scofield,  General  Manager,  xxx,  enclosure. 
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ASSIGNMENT  CHECK  (  V  ) 

Check  off  each  of  the  follov/ing  as  you.  insert  it  in  the  envelope  fo 
mailing . 

ASSIGNMENT  1 1- A- -Letter ,  page  10 

ASSIGNMENT  1 1-B-- Timed  writings  on  various 

letter  parts,  page  14   

ASSIGNMENT  U-C— Letter,  page  17  

ASSIGNMENT  ll-D--Letter,  page  18   

ASSIGNMENT  11-E— Letter,  page  18  


End  of  Lesson  11 
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Correspondence  Teacher 


ALBERTA  CORRESPONDENCE  SCHOOL 
MAILING  INSTRUCTIONS  FOR  CORRESPONDENCE  LESSONS 


1.   BEFORE  MAILING  YOUR  LESSONS,  PLEASE  SEE  THAT: 

(1)  All  pages  are  numbered  and  in  order,  and  no  paper  clips  or  staples  are  used. 

(2)  All  exercises  are  completed.  If  not,  explain  why. 

(3)  Your  work  has  been  re-read  to  ensure  accuracy  in  spelling  and  lesson  details. 

(4)  The  Lesson  Record  Form  is  filled  out  and  the  correct  lesson  label  is  attached. 

(5)  This  mailing  sheet  is  placed  on  the  lesson. 


2.   POSTAGE  REGULATIONS 

Do  not  enclose  letters  with  lessons. 
Send  all  letters  In  a  separate  envelope. 


3.   POSTAGE  RATES 

First  Class 

Take  your  lesson  to  the  Post  Office  and  have  it  weighed.  Attach  sufficient  postage  and  a 
green  first-class  sticker  to  the  front  of  the  envelope,  and  seal  the  envelope. 
Correspondence  lessons  will  travel  faster  if  first-class  postage  is  used. 


Try  to  mail  each  lesson  as  soon  as  it  has  been  completed. 


When  you  register  for  correspondence  courses,  you  are  expected  to  send  lessons  for 
correction  regularly.  Avoid  sending  more  than  two  or  three  lessons  in  one  subject  at  the 
same  time. 
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FI$CO  FINANCE  Co. 

10602  103  Avenue  Edmonton,  Alberta 
T2J  4A6 


Personal 


spaces 


9t 


SPECIAL  DELIVERY 


Mr.  Getffrey  Davis,  President 
Armsbyl  Motors 
9207  -  koi  Avenue 

EDMON  toN  »_Alb_e  r_ta_  ^  

T6J  2A^ 


BUSINESS  ENVELOPE 


2  ^3 

— fl^Sandy  Stevensen 
Box  350 

INNISFAIL,  Alberta 
TOM  OWO 

1 
1 
1 
1 
1 
1 
1 

JL- 

1 

Miss  Jean 
1 

Leslie 

1 

CALMAR, 
1 

Alberta 

1 

TOX  3 MO 
1 
1 

served 

for 
tostal 
code 


PERSONAL  ENVELOPE 


Typewriting  -  2  -  Lesson  12 

DIRECTIONS: 

Insert  this  information  sheet  in  your  typewriter.     Read  the  information 
carefully.     Then  t3rpe  the  answers  to  the  questions  in  the  blanks.     Return  the 
carriage  twice  to  check  your  answer. 

Return  Address 

Business  envelopes  usually  have  the  company's  name  and  address  printed 
at  the  top  left  on  the  front  of  the  envelope. 

If  a  return  address  is  typed  on  a  plain  envelope,  block  the  name  and 
address  in  single- spacing  about  3  lines  from  the  top  and  two  spaces  in  from 
the  edge.    Include  the  postal  code  if  you  know  it. 

1.    How  many  lines  does  a  typed  return  address  take  on  an  envelope? 


four  (including  the 
Postal  Code) 

2c    Are  the  lines  single-  or  double- spaced?   

single 

3.  Is  that  true  on  both  large  and  small  envelopes?   

yes 

Msiiling  Address 

The  name  and  address  of  the  person  to  whom  the  letter  is  being  sent  is 
blocked.     Three  or  fewer  lines  are  double- spaced.    Four  or  more  lines  are 
single- spaced.     Begin  typing  one  space  below  horizontal  center.    To  find  horizontal 
center,  insert  the  envelope  in  the  machine,  and  count  the  number  of  carriage 
returns.     (Let  us  suppose  it  is  24.)    Half  of  that  distance  (24  ^  2  =  12)  would 
be  center.     You  start  typing  one  space  below  vertical  center  on  line  13. 

Begin  5  mm  to  the  left  of  vertical  center  (about  five  spaces). 

4.  What  spacing  would  be  used  for  a  five-line  address? 


single 


Typewriting  10  -  3  -  Lesson  12 

5.     What  spacing  would  be  used  for  a  three-line  address? 


double 


6.     The  address  begins 
center. 


spaces  to  the 


of  vertical 


five  left 

7.  Suppose  you  have  an  envelope  with  21  spaces — the  middle  line  is  the 
tenth.    On  what  line  should  you  start  the  address? 

eleventh 

8.  Suppose  your  envelope  has  25  lines — on  what  line  should  you  start? 

thirteenth 

9.  The    and    are  typed  in  all  capitals  on  the 

examples  shown  on  page  1. 

city         Postal  Code 

Mail  Service 

One  can  buy  special  stamps  to  designate  the  type  of  mail  service  de sired- - 
airmail,  special  delivery,  first-class,  etc.     If  service  is  requested  for  which 
no  special  stamps  are  available,  type  the  service  desired  in  all  capitals  on 
line  9,   5  mm  from  the  right  edge. 

10.     The  quickest,  surest  way  to  indicate  a  request  for  airmail  service  is  to 


use  airmail  stamps 
11.     On  what  line  would  a  notation  to  the  Postal  System  be  typed? 


Line  9 


Typewriting  f ' 
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Lesson  12 


Requests  like  "Personal"  or  "Confidential"  are  typed  on  line  9,  5  mm 
from  the  left  edge  and  are  underscored. 

N.B«       Use  abbreviations  sparingly.    Abbreviate  only  if  the  full  word  will 
not  fit  on  one  line. 

NOTES  ON  ENVELOPE  SIZES 

Only  standard  letter  size  envelopes  can  be  machine  sorted.  They  measure 
approximately: 

92  mm  x  165  mm 
105  mm  X  241  mm 


In  this  lesson  you  will  be  asked  to  fold  letters  for  both  small  and  large 
envelopes.  Instructions  are  given  below  concerning  the  method  used  for  folding 
letters. 

METHODS  USED  FOR  FOLDING  LETTERS 

Letters  should  be  folded  so  as  to  fit  the  particular  type  of  envelope 
selected.    To  fold  a  letter  for  a  small  envelope  (approximately  92  mm  x  165  mm), 
use  the  following  method: 

(3) 


(1) 


(2) 


Fold  from  the 
bottom  to  within 
about  1  cm  of 
the  top  of  the 
sheet. 


Fold  from  right  to 
left  about  one- third 
the  width. 


Fold  again  from 
left  to  right  leaving 
about  2  mjn  under- 
lapping  . 


To  fold  a  .letter  to  fit  a  large  envelope  (approximately  105  mm  x  241  mm), 
use  the  following  method: 


(1) 


(2) 


Fold  the  top  third  down  to  within 
1  cm  of  the  first  fold. 


Typewriting  -  5  -  Lesson 

HOW  TO  INSERT  LETTERS  IN  ENVELOPES 
Hold  the  envelope  in  your  left  hand  with  the  back  towards  you. 


Then  insert  the  letter  with  the  last  crease  placed  in  the  envelope  first 


Typewriting                                        -  6  -  Lesson  12 

ASSIGNMENT  12 -A- -Submit  for  Correction 

Answer  these  questions  by  writing  in  the  answer  column  the  letter  that 
identifies  the  appropriate  letter  part  in  the  listc     You  may  use  the  letters 
more  than  once. 

C.  Complimentary  closing             L.     Letterhead  Reference 

D.  Date  line                                  R.     Return  Address  Initials 
I.     Inside  Address                        S.  Salutation 

Eg.    What  part  contains  the  name  of  the  writer's  company?  |  

1.  What  part  identifies  the  person  who  types  the  letter?   

2.  What  part  is  normally  typed  on  line  15?   

3.  What  part  is  the  greeting  of  the  letter?   

4.  What  part  is  never  typed  on  business  stationery?   

5.  What  part  might  include  the  title  of  the  writer?   

6.  What  part  in  a  personal  letter  corresponds  to  a  letterhead?   


7.  What  part  contains  the  address  of  the  person  to  whom  the 
letter  is  being  sent? 

8.  What  part  gives  the  address  of  the  writer's  company? 


Typewriting  u  -  7  -  Lesson  : 

IMPORTANT  POINTS 

1.  All  letters  should  be  mailable.     That  is,  there  should  be  NO  ERRORS, 

2.  Place  the  letters  in  the  envelopes  by  putting  the  last  crease  made  when 
folding  into  the  envelope  first. 

3.  Underlap  the  edges  of  the  paper  when  folding  letters. 

4.  Use  blocked  style  and  standard  punctuation. 

5.  Type  the  date  on  line  15. 
(Use  today's  date.) 

6.  Remember  to  use  your  Initials  when  you  type  a  letter.     Do  not  copy 
"XXX",   "xxx"  or  another  typist's  initials. 


ENVELOPES 

1.  Insert  letters  in  envelopes  correctly.     The  last  crease 
made  should  be  the  first  crease  to  enter  the  envelope. 

2.  Double  space  a  mailing  address  of  three  lines.  Always 
use  at  least  three  lines  for  the  mailing  address.  If 
there  is  no  street  address  the  name  of  the  province 
should  be  typed  on  the  third  line. 

3.  USE  the  POSTAL  CODE  if  you  know  it. 


Typewriting  u 
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ASSIGNMENT  12-B--Submit  for  Correction 

Address  three  small  business  envelopes  to  the  following  people.  Use  your 
own  name  and  address  as  the  return  address  section.  Be  sure  to  type  your 
TOWN  or  CITY  in  all  capitals  and  include  your  postal  code. 

The  addresses  to  whom  you  are  sending  the  envelopes  are  as  follows: 

Mr.  William  B.  Maloney  (special  delivery) 

Assistant  Manager,  Sales  Division 
Youngstown  Nickel  Company 
YOUNGSTOWN,  British  Columbia 
V4P  2T6 

Ms.  Adele  Thompson  (personal) 

Product  Manager 

Thompson  Delicatessen 

5587  -  107  Street 

EDMONTON,  Alberta 

T4W  2R3 

Mr.  Wallace  Bloom 
5638  -  82  Avenue 
RED  DEER,  Alberta 
T7M  2T7 


ASSIGNMENT  12 -C  — Submit  for  Correction 

Address  three  large  legal  size  envelopes  to  the  following  people.  Use 
your  own  name  and  address  as  the  return  address  section.  The  addresses 
are  as  follows: 

Mr.  Thomas  Delaney 
3066  -  25  Avenue  S.W. 
CALGARY,  Alberta 
T8P  2T5 

Miss  Leona  Nysted  (registered) 
OLDS,  Alberta 
TOM  OTO 

Mrs.  Louise  Nestor        (special  delivery) 
315  Lilac  Terrace 
SASKATOON,  Saskatchewan 
S3G  7P9 
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ASSIGNMENT  12-D--Submit  for  Correction 

Type  the  following  letter  on  plain  paper.     Use  the  blocked  style  and 
standard  punctuation.     Set  your  margins  for  a  125  mm  line.     Type  carefully 
and  ERASE  your  errors.     Your  finished  product  should  be  MAILABLE- -that 
is,  free  of  errors.     DO  NOT  COPY  LINE  FOR  LINE  as  your  typewriter  size 
will  undoubtedly  be  different.     Sign  your  letter.    Address  a  small  business 
size  envelope  and  insert  the  letter  in  it. 

Because  this  is  a  personal  letter,  it  will  differ  from  the  business  letters 
that  you  were  typing  in  Lesson  11.     Use  your  own  address  for  the  return 
address.     Begin  to  type  your  address  on  line  13  as  the  date  will  be  on  line 
15 o     Use  your  own  name  for  the  writer's  identification.     Note  that  when  you 
write  a  letter  for  yourself  you  do  not  use  reference  initials. 

Yovcp  street  address 

Your  cityy  Alberta     POSTAL  CODE 

Today  's  date 


Simpson's  Catalogue  Sales 
Box  334 

>  VegreviUe,  Alberta    T4G  2T2 
Gentlemen: 

I  am  writing  to  ask  that  you  correct  an  error  in  my  October  2  bill.     I  am 
one  of  your  charge  customers. 

On  September  19,  I  purchased  an  electric  waffle  iron  for  $25.99.     The  iron 
did  not  work.     I  sent  it  back  to  you  and  asked  you  to  credit  it  to  my  account. 
When  the  October  statement  arrived,  I  found  that  you  had  charged  me  for  the 
iron  but  had  not  given  me  credit  for  its  return. 

I  know  that  such  errors  are  easy  to  make,  but  I  would  appreciate  your 
correcting  it.     Thank  you  for  your  time  and  help. 

Sincerely  yours. 


YoiLr  name 

) 


Typewriting 
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ASSIGNMENT  12-E--Submit  for  Correction 

Type  the  following  letter  on  plain  paper.     Use  the  blocked  style  and  standard 
punctuation.    Note  that  in  a  personal  letter  the  colon  after  the  salutation  becomes 
a  comma  (,).    Set  your  margins  for  a  125  mm  line.     Type  carefully  and  ERASE 
all  your  errors.     Your  finished  product  should  be  MAILABLE --that  is.  free  of 
errors.    DO  NOT  COPY  LINE  FOR  LINE  as  your  typewriter  size  will  undoubtedly 
be  different.     Address  a  small  envelope  and  insert  the  letter  in  it. 

Because  this  is  a  personal  letter,  it  will  differ  from  the  business  letters 
that  you  were  typing  in  Lesson  11.     Use  your  own  address  for  the  return 
address.     Begin  to  type  your  address  on  line  13  as  the  date  will  be  on  line  15. 
Use  your  own  name  as  the  writer's  identification.     Note  that  when  you  write  a 
letter  for  yourself  you  do  not  use  reference  initials.    Also,  there  is  no  inside 
address. 

Your  street  address 

Your  City,  Alberta      POSTAL  CODE 

Today's  date 


Dear  Friend's  First  Name, 

1  was  very  happy  to  read  in  tonight's  paper  of  your  acting  success  in  the  recent 
Provincial  Drama  Festival  being  held  in  Calgary  this  year.     I  would  like  to  add 
my  congratulations  to  those  you  must  be  receiving  for  your  fine  performance 
in  "Eve's  Children." 

Will  you  be  performing  at  any  other  festivals  in  the  near  future?     If  you  do 
perform  in  this  town  could  you  let  me  know  so  that  I  can  be  sure  to  come  to 
the  performance. 

Your  mother  and  father  must  be  very  proud  of  you.  The  whole  block  here  has 
been  buzzing  with  the  news  of  your  success. 

You  would  still  recognize  the  old  block  but  the  people  have  changed.  People 
are  moving  all  the  time.     The  Morris  family  is  still  here.     Do  you  remember 
Jeff  Morris?     He  is  making  quite  a  record  for  himself  on  the  football  team 
for  our  school.     It  looks  like  the  team  will  make  it  to  the  playoffs  this  year. 

Do  write  when  you  can  take  time  out  from  your  busy  schedule.  Why  don't  you 
talk  your  parents  into  buying  you  a  typewriter?  I  know  you  are  behind  wiih 
your  letter  writing.     Why,  you  already  owe  ME  a  letter! 

Yours  truly, 


Your  name 


Typewriting 
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ASSIGNMENT  12-F  — Submit  for  Correction 

Type  the  following  letter  on  the  letterhead  entitled  King  Koins.     Mr.  A.J, 
King  has  just  handed  it  to  you  in  rough  form.     He  would  like  blocked  style 
and  standard  punctuation.     Type  carefully  and  ERASE  your  errors.  Your 
finished  product  must  be  MAILABLE.     Address  the  legal  size  envelope  form 
foxind  on  the  reverse  side  of  the  letterhead. 

Note  that  Mr.  King  uses  only  Director  of  Personnel  for  his  identification 
in  the  complimentary  closing  block.     Therefore,  you  must  use  his  initials  and 
your  own  in  the  reference  section:  AJK/xxx. 
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y^^^(2.^^   .^^-^^  ^yiM2y^z.^^^    \£^c^'Z,c^A.yi^^^  .,<^>^?^c:^^^^^^^^^ 


^JolZ/co^^  O^^^^^-^^  /^2^<L^^  .^t^^-t^^.^^,^-^^ 
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ASSIGNMENT  12-G--Submit  for  Correction 

Do  the  warm-up  lines  below  and  then  take  three  VALID  three -minute  timings 
A  valid  timing  has  no  more  than  three  errors.     Your  heading  will  be:    (Line  7 
centered)    Three- Minute  Speed  Test;  (line  9  and  the  left  margin)  ASSIGNMENT 
12-G;  (line  11  centered)  Words  a  Minute;  (line  13  at  the  left  margin)  Correct 
and  (at  the  right  margin)  1,  2,  or  3  Errors.     Refer  to  the  EXAMPLE  on  page 
19  of  Lesson  6  for  set-up. 

PRACTISE  EXERCISES 

Accuracy — Type  three  lines  for  each  of  the  lines  below. 

LINE  -  50  xc  excel  excuse  excepts  excerpts  exceeds  excavate 

SPACING      1  join  coin  soil  coil  foils  toils  boiled 

re  red  ret  rest  rein  rent  reap  reams  reels  preens 
po  pod  pot  post  pore  spot  port  spout  spore  sports 

Speed — Type  two  lines  of  each  of  the  lines  below  as  quickly  as  you  can. 

renewed  success  pinning  bubble  Alaska  muramy  eerie 
levelly  deduced  elected  assets  emerge  lolls  puppy 
bobbled  idiotic  illicit  cocoon  hubbub  daddy  error 
secrete  sinning  bubbled  fluffs  doodad  peppy  nanny 

THREE-MINUTE  SPEED  TEST 

LINE  '70 
SPACING  -  : 

A  number  of  superstitions  are  based  on  good  luck  rather  than  the  14 

avoidance  of  the  bad.     Perhaps  the  outstanding  example  of  this  is  to  28 

locate  a  four-leaf  clover,  another  is  to  carry  a  rabbit's  foot.     In  42 

former  years,  a  tingling  of  the  right  ear  meant  something  good  was  being  56 

said  about  you  while  the  same  feeling  in  the  left  ear  meant  the  opposite.  70 

A  broken  mirror  is  thought  to  bring  forward  a  period  of  seven  years  83 

of  bad  times.     Seeing  a  cross-eyed,  red-haired  lady  was  one  of  the  impor-  97 

tant  omens  of  bad  things  to  come  which  appeared  around  the  turn  of  this  103 

century.     Thirteen  has  often  been  known  as  the  unlucky  representative  of  117 

numbers.     The  number  itself  is  enough,  but  thirteen  with  a  Friday  has  132 

also  come  to  be  known  as  a  double-threat.     Walking  under  a  ladder  is  the  147 

sign  of  coming  evil,  yet  just  common  sense  should  tell  one  that  it  is  161 

safer  to  go  around,  rather  than  under,  the  ladder.  172 

1        2        3        4        5        6        7        8        9      10      11      12      13  14 
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ASSIGNMENT  CHECK  (  >l ) 

Check  off  each  of  the  following  as  you  insert  it  in  the  envelope  for 
mailing. 

ASSIGNMENT  12-A--Quiz  on  Letter  Parts, 

page  6   

ASSIGNMENT  12 -B- -Addressing  Business 

Envelopes,  page  8   

ASSIGNMENT  12-C--Addressing  Legal  Envelopes, 

page  8   


ASSIGNMENT  12-D--Business  Letter,,  page  9 

ASSIGNMENT  12-E--Personal  Letter,  page  10 

ASSIGNMENT  12-F--Letter  from  Handwritten 

Copy,  page  11 


ASSIGNMENT  12-G-- Three -Minute  Speed  Test, 

page  13 


End  of  Lesson  12 
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SUPPLEMENT  FOR  LESSONS  9-12 

The  following  exercises  will  help  you  analyze  your  problems  and  provide 
helpful  practise. 

This  exercise  requires  the  use  of  a  sheet  of  carbon  paper.  Follow  these 
steps  in  using  the  carbon  sheet . 

Carbon  Paper 

The  duplicating  process  with  which  you  are  most  familiar  is  carbon  paper. 
It  is  used  to  produce  copies  of  receipts,  invoices,  letters,  memos,  reports, 
and  sometimes  sketches.    As  the  number  of  carbon  copies  increase,  the  quality 
of  each  copy  swiftly  decreases.    It  is  difficult  to  reproduce  more  than  four  or 
five  readable  carbons  on  a  manual  typewriter  or  more  than  8  on  an  electric 
machine.     Carbon  copies  axe  limited  in  quantity  and  in  quality.  However, 
they  are  an  efficient  means  of  keeping  a  copy  of  business  records  either  in  a 
person's  own  home  or  for  internal  business  use. 

Assembling  a  Carbon  Pack 

You  have  likely  noticed  that  only  one  side  of  a  carbon  paper  reproduces. 
The  people  who  manufacture  carbon  paper  have  made  it  easy  for  you  to  use 
by  making  a  nick  in  the  upper  left  hand  corner. 

THE  CARBON  PACK 


Place  the  copy  2.     Place  the  carbon,  3.     Place  the  sheet 

paper  on  your  shiny  side  down  on  which  you 

desk.  on  the  copy  paper.  plan  to  type  on 

top  of  the 
carbon. 
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CREASE 


ft^S.  typewriter 


Crease  a  strip  of 
paper  and  place  it 
on  the  top  of  the 
pack.    It  will  help 
keep  the  pack 
together  in  the 


Place  your  thumbs 
xmder  the  sheets 
and  lift  towards 
you. 


6.  Flip  the  pa^e  so  that 
your  thumbs  are  now 
towards  you.  Insert 
the  paper  in  the 
machine  with  the 
creased  cap  going  in 
first. 


10. 
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Erasing  on  Carbon  Copies 

Errors  on  carbon  copies  should  be  corrected  when  the  paper  is  still  in 
the  typewriter.  Place  a  half  sheet  of  paper  behind  the  carbon  paper  to  pre- 
vent carbon  marks  from  appearing  on  the  remaining  copy.  Use  a  typewriter 
eraser  and  blow  the  crumbs  off  the  paper.  When  the  error  has  been  erased 
from  the  original  and  the  copy,  remove  the  protective  paper.  Reposition  the 
paper  to  type  the  correction. 


TYPING- TECHNIQUE  CHECKUP 

Step  A.         Set  margins  for  a  70- space  line.    Adjust  machine  for  single 
spacing.     Type  the  following  alphabetic  sentence  seven  times 
in  continuous  paragraph  form.     Make  one  carbon  copy  of  your 
work.     Type  quickly. 

Jack  Lim  prepared  sixty-five  fine  rugs  Queen  Elizabeth  will  walk  on, 

Step  B.  Discard  the  original  copy  and  analyze  the  carbon  copy  for  each 

of  the  techniques  below. 

Step  C.         For  each  deficiency  you:   may  detect,  start  every  day's  work 
for  ten  days  by  typing  ten  copies  of  the  drill  given  below  to 
remedy  the  deficiency. 
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1.  DO  YOU  NOTE  ANY  "FLYING  CAPITALS"?  Yes   ^  No   

If  so,  you  need  drill  on  controlling  the  shift 
key  (little  finger).     Copy  these  two  lines 
alternately, 

K  Ki  Kit  D  Dr  Dr.  L  Lo  Lot  S  Sa  Say  M  Mo  Mow  R  Rd  Rd.  H  How 
K  Ke  Ken  D  Do  Dog  L  Le  Let  S  Su  Sue  M  Ma  Man  R  Ro  Rob  H  Her 

2.  DO  YOU  SEE  BOTH  LIGHT  AND  HEAVY                 Yes  No 
LETTERS?     


If  so,  your  typebars  may  be  bent  (have  your 
machine  repaired)  or  you  are  mashing  keys 
down  and  need  to  practise  on  drills  that  will 
sharpen  your  stroke ss 

They  would  help  you  quite  a  lot  if  you  would  ask  their  aid. 
We  owe  it  to  you  to  try  to  write  or  to  type  up  your  poetry. 
She  told  us  that  she  had  told  us  that  she  had  told  us  that. 

3.     ARE  THERE  SOME  VERY,  VERY  HEAVY                Yes  No 
LETTERS?  ■  

If  so,  try  to  type  long  words  as  evenly  as  you 
can  (as  though  typing  to  music)  and  practise 
drills  of  even  length  words  like  these  three 
lines. 


The  man  and  the  boy  did  not  get  the  pay  for  the  one  day  off. 
They  said  that  they  will  lend  them  some  more  cash  very  soon. 
Those  eight  steel  firms  found  their  hotel  bills  would  moimt. 

4.     ARE  MOST  ERRORS  ON  ADJACENT  KEYS?  Yes  No 


If  so,  you  are  bouncing  your  hands  too  high 
as  you  type  and  need  drills  that,  like  these, 
require  you  to  hold  the  hands  closer  to  the 
home- key  position. 

Karl  was  afraid  the  girl  had  had  salad  dressing  in  the  jar. 
Get  a  top;  a  small  car;  a  ball;  a  mit;  and,  perhaps,  a  bat. 
Harold  asked  if  Fred  would  like  a  cold  glass  of  fresh  milkc 
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DO  YOU  FIND  YOU»VE  INSERTED  SOME                 ^  ^ 
EXTRA  SPACES?  ®    ° 

If  so,  you  may  be  leaning  on  the  space  bar, 
or  may  be  resting  your  wrists  on  the  machine. 
In  either,  or  both  cases,  drills  like  these  will 
assist  you. 

Jack  knew  why  you  used  data  about  the  early  years  so  often. 
Well,  the  art,  or  skill,  of  typing  is,  or  will  be,  helpful. 
Mr.  Ray  paused  .   .   .  smiled  wanly  .   .   .  and  fell.     I  raced. 


Yes  No 


Yes  No 


6.  DO  YOU  FIND  YOU»VE  LEFT  OUT  SOME 
SPACES? 

If  so ,  your  trouble  may  be  faulty  rhythm 
(in  which  case  see  2  preceding)  or  faulty 
space-bar  stroking  (in  which  case  see  5 
preceding). 

7.  DO  YOU  REMEMBER  "STALLING"  WHILE 
TYPING  ? 

If  so,  you've  developed  the  habit  of  hesitating 
at  the  start  of  long  words;  let  these  lines  help 
you. 

To  tolerate  or  organize  an  analysis  of  offerings  is  simple. 
An  elementary  way  to  emphasize  a  new  concept  is  functional, 
prac  practice  practical  practicing  practically  practitioner 

8.  DO  YOU  REMEMBER  THAT  YOU  HAD  TROUBLE  ^ 
WITH  THE  BELL?   

If  so,  you've  developed  the  habit  of  looking 
up  at  the  ends  of  the  lines  instead  of  using 
the  warning  bell.     Set  margins  at  15  and  75. 
Set  tab  stops  at  25,  35,  45,  55,  and  65; 
stcurt  the  first  copy  right  at  the  margin  and 
indent  the  others  so  that  a  copy  begins  at 
each  tab  stop.     If  you  respond  correctly  to 
the  bell,  all  lines  will  end  evenly  at  the 
right . 


To  arrange  work  that  will  look  good,  the  bell  must  be  heard. 
Word  division  should  be  considered  negatively  distr actional. 
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9„     DID  YOU  HAVE  TROUBLE  WITH  THE  MARGIN                            ^,  ^ 
RELEASE?  Yes__   No  ^ 


If  so,  you've  been  using  the  warning  bell  and 
your  margin  release  so  little  that  you've  for- 
gotten how  to  use  them  correctly.     Set  margin 
stops  at  15  and  71;  then  copy  these  lines  just 
as  shown,  line  by  line. 

I  wanted  to  raise  it,  but  I  did  not  have  enough  strength. 

We  had  some  doubts  about  him,  but  he  finally  came  through. 

When  we  heard  what  he  was  up  to,  we  all  felt  quite  alarmed. 


END  OF  SUPPLEMENT  3 
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